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CHAPTER 1

| NTRODUCTI ON TO NAF PERSONNEL MANAGEMENT

101. Coverage. Policies and procedures prescribed in this nmanual apply to
enpl oyees of all NAFIs under the cognizance of the CHNAVPERS. Specifically,
the provisions of this manual apply to all NAFI enpl oyees who are:

a. U S citizens.
b. U'S. nationals.
c. Of-duty non-U S. citizen nenmbers of the U S. Armed Forces.

d. Resident aliens residing in the US., the Coomponweal th of Puerto Rico
and in any of the possessions of the U S.

e. Non-U.S. citizen dependents of U S. citizens enployed by the Federa
Government and of non-U. S. citizen mlitary nenbers, where the host governnent
recogni zes such dependents as a part of the U S. forces stationed in the host
country.

f. Were no Status of Forces Agreenent (SOFA) exists for foreign
nati onals, the policies contained in this manual apply.

102. Applicable Policies. Adninistration of NAF enpl oyees is based on
personnel procedures in conformance with the principles and authorities
contained in applicable DOD and Secretary of the Navy (SECNAV) I|nstructions,
applicable public statutes, pertinent executive orders, specified Ofice of
Personnel Management (OPM regul ations, and other applicabl e Department of
Navy (DON), OPNAV or BUPERS directives.

103. Purpose. These policies are designed to:

a. Ensure that NAF enpl oyees are treated equitably and fairly per
applicable | ans, executive orders, and other pertinent regul ations.

b. Provide the basis for achieving a desired degree of uniformty anong
BUPERS NAFIs in the managenent of their personnel

c. Recognize and provide a basis for dealing with | abor organizations.

d. Pronote those practices and processes that will facilitate obtaining,
devel opi ng, and retaining a NAF work force of well-qualified individuals.

e. Achieve optimm use of avail abl e human resources.
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f. Develop and maintain personnel progranms that hel p preserve NAF
operational and financial integrity and ensure successful conpletion of the
NAFI ' s mi ssion.

104. Use of Appropriated Fund (APF) Civilian Personnel Services. APF
civilian personnel offices may provide technical advice and counsel on an ad
hoc, as required basis to NAFlIs wi thout reinbursenment. However, day-to-day
personnel adm nistration is authorized only when no additional increnmental APF
costs are incurred. This threshold is defined as the annual expenditure of
nore than $500 of APF in direct |abor costs. Accordingly, APF civilian
personnel offices are prohibited from expending nore than $500 of APF in
direct | abor costs on day-to-day NAFI personnel administration, unless NAF

rei mbursenment is provided. Reinbursement will, as a mininum be calcul ated at
113.9 percent of direct |abor costs. Reinbursenent in excess of 113.9 percent
is subject to negotiation between NAFI and the civilian personnel office. The
amount of rei nmbursenment provided will be reviewed and adj usted at |east
annual | y.

105. Authorized APF Support for MAR Activities. APF support policy for MAR
specifically personnel related expenses, can be found in the followi ng primary
policy sources: NAVCOWT nanual, volume 7, paragraphs 075500- 075531 and DODI
1015. 10. The follow ng extract sumrarizes existing policy:

a. Mlitary MAR prograns consist of activities that are sub-divided into
three categories which fall along a continuum The basic funding standard,
regardl ess of the category, is to fund MAR progranms with 100 percent of what
is authorized.

- Category A, mission sustaining activities, are at one end of the
spectrumin which the nilitary organization is the primary beneficiary and the
activity provides identifiable recruiting and retention incentives. The DOD
standard is to fund Category A programs with not |ess than 85 percent of tota
operating expense. The DON standard is to fund Category A with APF for 100
percent of authorized expenses. Sonme NAF expenses, |ike resale and ot her
general and adm nistrative expenses, are posted to Category A, and are not
aut hori zed for APF support.

- Category B, basic community support activities, contribute to the
m ssion, but are capable of generating some NAF revenues. However, they are
not expected to sustain operations solely with NAFs. A significant portion
shoul d be funded with APFs. Both the DOD and DON standard is to fund Category
B with 65 percent of total operating expenses.

- Category C, business activities primarily benefit the individual
and have the capability to generate significant NAF revenues. APF support is
limted, estinated to be 5 percent of total expenses. Sone installations

1-2
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have been desi gnated as overseas, or isolated and renote, and may fund
Category C operations at the higher Category B authorization |evel

b. Civilian enployee MAR activities are separate fromthe mlitary MAR
program Cenerally, they are expected to be self-supporting, dependent on
NAF. See freference (a)l and SECNAVI NST 7548.1 for details.

c. Oher Basic Policy

(1) Executive Control and Essential Command Supervision (ECECS).
Conmandi ng Officers have an oversight responsibility for MAR prograns. To
exercise this responsibility, comuandi ng officers nmust provide gui dance and
direction to MAR activities under their purview in the sane manner as for al
non- MAR activities under their cognizance. ECECS consists of genera
managenment functions and includes any assistance in carrying out these
functions provided by the commandi ng officer's staff. Specifically excluded
fromthis definition is the direct operation of MAR prograns and activities
(e.g., functions perforned by the MAR program director and staff). The ECECS
function is, inherently, the responsibility of the commandi ng officer
Accordi ngly, APF support is authorized for essential control and command
supervision, regardl ess of an activity category. Further, this function is
not included as a cost of MAR

(2) Protection of Health and Safety. Al NAFl activities, regardless
of the category, are authorized to receive APF conmon support associated with
protecting the health and safety of participants, enployees, resources and
property. Such services include, but are not linmited to: fire protection
(including acquisition and installation of extinguisher, sprinkler and alarm
systens); security protection, including physical security of buildings (i.e.
al arm systens and security bars) and protection of funds; pest control; sewage
di sposal ; trash and garbage renoval (not authorized for military exchanges in
the CONUS); snow renoval; safety; medical veterinary and sanitary inspections;
aut horized veterinary care; rescue operations; and facility maintenance or
repair necessary to maintain the structural integrity and external appearance
of the building (i.e., electrical, mechanical, roofing, foundations, w ndows,
and doors), or to correct fire and safety deficiencies. Wen these costs are
additional, identifiable, and can be segregated on a reasonabl e and neani ngfu
basis, they should be identified as MAR costs on the appropriate MAR reports
regardl ess of whether such costs are funded with APF or NAF

(3) Gher Commmon Support. Al MAR activities may utilize other comon
support services which are normally provided by a base or installation
conmander and are not directly related to the health and safety of personne
or property. Such commpn support services typically include, but are not
limted to, custodial services, conmmunications, |egal services and advice, and

1-3
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techni cal gui dance, adninistration, and assistance on accounting, financia
managenment, procurenment, and civilian personnel

106. Responsibilities

a. The Assistant Secretary of Defense (Force Managenent and Personnel)
(ASD (FM&P)) is responsible for all personnel policy matters related to NAF
enpl oyees in the DOD.

b. The ASD (FM&P) has designated the Deputy Assistant Secretary of
Def ense (Civilian Personnel Policy) to oversee the issuance of NAF personne
policy for DOD.

c. The Assistant Secretary of the Navy (Manpower and Reserve Affairs)
(ASN (M&RA)) is responsible for all civilian personnel policy matters rel ated
to NAFI enpl oyees in the DON

d. The ASN (M&RA) has designated the Deputy Assistant Secretary of the
Navy (Civilian Personnel Policy/Equal Enploynent Opportunity) (DASN (CPP/ EEQ))
to oversee NAF civilian personnel policy within the Departnent of Navy.

e. The ASN (M&RA) has designated the Director, Ofice of Civilian
Per sonnel Managenment (OCPM) as admi nistrator for SECNAVI NST 5300. 22 which
provi des the DON policy incorporated in this instruction.

f. BUPERS (Pers-65) manages NAF civilian personnel prograns for all NAFIs
under the cogni zance of CHNAVPERS. BUPERS (Pers-65) will:

(1) Maintain this nanual in coordination with appropriate authorities
and publish necessary revisions and changes.

(2) Maintain oversight of policies and progranms set forth in this
manual , ensuring consistent inplementation and continuous application at al
NAFI s under the cogni zance of CHNAVPERS

(3) Exercise such authorities as specified in this manual.

(4) Review and comment on all NAF civilian personnel policy issues.

(5) Provide guidance on the proper interpretation and application of
NAF personnel policies.

g. Commanding O ficers are responsible for supervision and control of NAF
civilian personnel policy on their bases in accordance with policies contained
in this manual or issued by BUPERS (Pers-65). Commanding O ficers may
del egate NAF civilian personnel administration to heads of NAFlIs on their base

1-4
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or to a servicing APF civilian personnel office, except in instances
specifically prohibited in this manual .

107. Definitions. The follow ng definitions apply, except where they may
conflict with public |aw

a. APF Enployee. A person paid from funds appropriated by Congress.

b. Base Pay. Base pay is defined as annual pay which includes basic and
locality pay.

c. Concessionaire. An entrepreneur placed under contract to an
aut horized NAFI for the purpose of providing goods or services.

d. Days. Wherever appearing throughout this nanual, unless otherw se
speci fied, days neans cal endar days.

e. Flexible Enployee. These are enployees who serve in either continuing
or temporary positions, on a schedul ed or unschedul ed basis, up to 40 hours
per week. Flexible enployees are not eligible to participate in the BUPERS
benefits program nor are they entitled to earn sick or annual |eave. Al
flexible enployees will be officially placed on the payroll of the enploying
NAFI .

f. Foreign Areas. Areas situated outside the U S., Federated States-of-
M cronesia, and the Republic of the Marshall Islands (all formerly the Trust
Territory of the Pacific Islands), the Commonwealth of Puerto Rico, Panama and
t he possessions of the U S. (including the Comobnweal th of the Northern
Mari anas |Islands, a U S. Territory).

g. Heads of NAFIs. MAR Directors and heads of other niscellaneous NAFIs
not under the control and supervision of a programdirector. Possible
exanpl es include (but are not limted to) Navy Flying C ub Managers, Nava
Acadeny non- MAR NAFls, and Civilian Recreation or Civilian Cafeteria Managers.

h. Host Country. A foreign country where U. S. Forces are stationed.

i. Host Governnent. The political authority of the foreign country where
U S. Forces are stationed under provisions of a treaty or agreenment.

j. Indirect Hire System A system where the host country assumes the
responsibility of ensuring that the needs of the U S. Forces for I|ocal
nati onal personnel are net and that the host country is in fact the officia
enpl oyer of such personnel
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k. Local National NAFI Enployee. A national or citizen of a host country
who is enployed in that country by or for a NAFI

. Local Prevailing Rates. Rates determ ned by wage surveys, paid to
| ocal national personnel enployed in retail, wholesale, service, and
recreation establishnents for conparabl e jobs.

m Non-US. Citizens. A person who is not a citizen of the U. S

n. Nonappropriated Fund Instrunmentality (NAFI). An integral DOD
organi zational entity through which an essential Governnment function is
performed and ot her DOD organi zati ons are provided or assisted in providing
MAR prograns. The NAFI is established and maintained individually or jointly
by the heads of the DOD conponents.

(1) As a fiscal entity, the NAFI maintains custody of and control over
its NAF, and is al so responsible for the prudent administration, safeguarding,
preservation, and nmai ntenance of those APF resources made available to carry
out its function.

(2) The NAFI contributes to the MAR prograns of other organizationa
entities when so authorized. It is not incorporated under the |laws of any
state or the District of Colunbia, and enjoys the |egal status of an
instrumentality of the U S

0. Nonappropriated Funds (NAFs). Consist of cash and other assets
recei ved by NAFIs from sources other than nonies appropriated by the Congress.
NAFs are Governnent funds and are used for the collective benefit of mlitary
personnel, their famly menbers, and authorized civilians who generate them
These funds are separate and apart from funds that are recorded in the books
of the Treasurer of the U. S

p. NAFI Enployee. A person enployed by a NAFI and conpensated from NAF

g.- Non-U.S. Menber of the U S. Arnmed Forces. A citizen of a foreign
country who is serving on active duty as a nember of the U S. Arned Forces.
VWhen enployed in an off-duty status as a NAFI enpl oyee, such personnel wll be
treated the sane as U.S. citizen nenbers of the U S. Armed Forces who are NAF
enpl oyees.

r. Non-US. Citizen Dependent of a U S. Citizen. A non-US. citizen NAF
enpl oyee who is a bonafide dependent of a U.S. citizen serving in a foreign
area, and where such dependents are recogni zed by the host governnent as part
of the U.S. Armed Forces under a Status of Forces or other agreenent.
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s. Private Organization. Generally a self-sustaining, non-Federa
instrumentality, incorporated or not, constituted or established and operated
on a DOD installation with the witten consent of the installation comuander
or higher authority, by individuals acting exclusively outside the scope
of any official capacity as officers, enployees, or agents of the Governnent.

t. ProgramDirector. The head of the NAFI, i.e., the director of the MAR
Department, the manager of the transient bachel or quarters facility, or the
manager of a civilian NAFI, etc., aboard a naval installation.

u. Regular Enployee. These are enployees of continuing positions who
work on a schedul ed basis. Those who work between 35 - 40 hours per week in
this capacity are regular full-time enployees, and those who work 20 to 34
hours a week, on a schedul ed basis, are regular part-tine enployees. Regular
full and part-time enpl oyees earn sick/annual |eave, and are eligible to
participate in retirement and 401K savi ngs and investnment plans. Regular
full-time enployees are eligible to participate in BUPERS benefits program
i.e., health, life and disability insurance.

v. Resident Aliens. People who are foreign born residing in the host
country and who have not become naturalized citizens.

w. Third (OGher) Country National NAFI Enployee. A citizen or nationa
of a country other than the U S. or the host country, who is enployed by a
NAFI .

X. U.S. National. A person born:

(1) I'n an outlying possession of the U.S. on or after the date of
formal acquisition of that possession;

(2) O parents who are U S. Nationals, in an outlying possession of
the U.S.; or

(3) O unknown parents in an outlying possession of the U S.

y. Molunteer. A person who does not neet the definition of "enpl oyee"
because he or she donates services that primarily benefit soneone other than
t he NAFI where volunteer service is performed. Under such circunstances,
there is neither an inplied nor expressed conpensati on agreement. Services
performed by vol unteers include personal services which, if left unperforned,
woul d not necessitate the assignnent of an enployee to performthem
Vol unteers are not covered under the BUPERS (Pers-65) Wrkers Conpensation
Program
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(1) For volunteers, an agreenent should be conmpleted for each
i ndi vidual volunteering to serve in a NAFI organization

(2) This agreement should detail when, where, and what the individua
has volunteered to do for the NAFI with defined limtations.

(3) NAFI volunteers should al so receive training by the NAF
organi zation that includes a review of responsibilities and reporting

requirements that will enable themto carry out their assigned duties.
(4) The agreenent will also state that the volunteer agrees that he or
she will not receive any conpensation for their duties. Figure 1-1is a

sampl e agreenent.

108. Legal Status of Civilian Enpl oyees of NAFIs. NAFlI enployees are Federa
enpl oyees within the DOD.

a. Section 2105(c)! of Title 5, USC, provides that:

"“An enpl oyee paid from NAF of the Arny and Air Force Exchange Service,
Army and Air Force Mdtion Picture Service, Navy Ship's Stores Ashore, Navy
Exchanges, Marine Corps Exchanges, Coast Guard Exchanges, and ot her
instrumentalities of the U S. under the jurisdiction of the Arned Forces
conducted for the confort, pleasure, contentnment, and nental and physica
i mprovenent of personnel of the Arned Forces is deenmed not an enpl oyee for the
pur pose of:

(1) Laws (other than subchapter |1V of chapter 532 and sections 5550°
and 7204* of this Title) administered by the OPM or

(2) Subchapter | of chapter 81° and section 7902% of this Title. This
subsecti on does not affect the status of these NAF activities as Federa
instrunentalities.”

b. Subchapter IV of chapter 53 of Title 5, USC, as anmended by Public Law
92-392, provides for a pay systemunder which the rates of pay of prevailing
rate enpl oyees are fixed, and adjusted fromtime to tine as nearly as is
consistent with the public interest under prevailing rates.

Foot not es

Definition of an enpl oyee.

Prevailing rate pay systens.

NAF enpl oyee pay for Sunday and overtime work.
Certain areas of EEO

Conpensation for work injuries.

Saf ety prograns.

@ g A~ W N P
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c. The acts quoted above renpved NAF enpl oyees fromthe provisions of
laws or regul ations adnministered by the U S. Ofice of Personnel Managenent
(OPM, except Equal Enploynent Cpportunity (EEO) and wage fixing for
prevailing-rate enpl oyees covered under the provisions of Public Law 92-392
(NA, NL, NS), and except for application of the Fair Labor Standards Act.

d. NAF personnel policy is governed or guided by DOD directives,
i nstructions, manual s, executive orders, public laws, OPM issuances, DOD
circul ars, and other regul ations.

e. An opinion rendered by the Merit Systens Protection Board (MSPB)
states that NAF enpl oyees have no statutory or regulatory right of appeal to
t he MSPB because NAF enpl oyees: (1) are not covered by the definition of
enpl oyee set forth in Title 5, USC, 7511; (2) are not covered by Title 5, CFR
752.401; (3) are specifically excluded as enpl oyees for the purpose of |aws
admi ni stered by the OPM and (4) are not covered by Title 5, USC, 7121(d)
and (e).

109. Enployee Supervisory Authority. Assistant Secretary of Defense
(Manpower, Reserve Affairs and Logistics) nenp of 26 Septenber 1975 (NOTAL)
advi sed that NAF enpl oyees may supervi se APF enpl oyees, including assigned
mlitary. Conversely, this ruling provides the same authority for APF

enpl oyees and assigned nmilitary to supervise NAF enpl oyees.

110. Entitlenent to Personal Services and Governnent Quarters

a. The privileges afforded NAF enpl oyees shall be consistent with those
avail able to APF enployees. |In addition, the personal use of the facilities
of the NAFI, in which an individual is enployed, nay be authorized by |oca
conmanders when the use by regular eligible patrons is not dimnished. The
entitlenent of Title 5, USC, 5911 (Governnent Quarters and Facilities), as
wel | as any other regul ati ons prescribed by the President and deemed to be
necessary and appropriate to carry out the provisions of this section, are
adm ni stratively extended to NAF civilian personnel

b. Inthe US., except in isolated situations in which the only suitable
quarters and facilities available are governnment-owned, NAF enpl oyees will be
expected to secure their quarters fromthe private sector. Exceptions may be
made when, in the judgnment of the commander, the m ssion of the installation
will be better acconplished by having certain key adm nistrative NAF personne
quartered on the installation.

c. The occupation of Governnent quarters on a tenporary basis by NAF
enpl oyees while traveling on official business is authorized.
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111. Transportation Agreenent. BUPERS (Pers-65) NAF policy provides, under
certain conditions, for travel and transportation expenses of the enpl oyee and
his or her dependents, novenment and storage of househol d goods and persona
effects, and certain other allowances incident to enploynent by the NAF

activity. These expenses will not exceed those prescribed in volunme 2, Joint
Federal Travel Regulations. Figure 1-2 provides a sanple of a Transportation
Agreenent letter that will be conpleted when these entitlenents are offered to

current or potential enployees.

112. New or Revised Prograns. The provisions of this nmanual will not be
construed as linmting NAFlIs in the devel opnment and adm ni stration of personne
policies appropriate for sound and progressive career devel opment and
managenment prograns. However, such prograns must neet the basic objectives
and policies set forth in this manual.

a. New programs or revisions to existing programs that nodify NAF
enpl oyee conpensati on, benefits or all owances beyond those authorized in this
manual , nmust be approved prior to inplenentation. Reconmended changes nust be
forwarded to BUPERS (Pers-65) for approval through the appropriate chain of
conmand prior to inplenmentation.

b. Commands are encouraged to carry out research and denonstration
projects that test new approaches to personnel nanagement. Such projects
require prior approval of BUPERS (Pers-65), and consultation and negotiation
wi th uni ons when negoti ated agreenents exist. BUPERS (Pers-65) may wai ve
personnel policies in the conduct of projects, provided such waivers do not
violate laws, rules, or regulations from higher authority.
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EXAMPLE
AGREEMENT FOR SERVI CES OF VOLUNTEERS

This agreenent made on this day of , 19, by and between the
Naval Training Center, Mrale, Wlfare and Recreation (MAR) Department (Activity), and
hereinafter referred to as vol unteer.

W TNESSED:

Whereas, volunteer intends to donate his or her services to activity at the
and activity intends to accept the DONATION of the volunteer's

servi ces.

NOW THEREFORE, in consideration of the nmutual pronises, the parties hereto agree
as follows:

1. Volunteer agrees to donate his or her services to activity in the capacity of a(n)
Said services will include, but are not limted to,

the foll ow ng:

2. It is mutually understood that the services of volunteer will be donated and that
volunteer will receive no conpensation fromthe activity nor be covered under the
Wor kers’ Conpensation Program

3. Volunteer further understands that the activity is self-insured for liability and
that the volunteer is exposed to personal liability by reason of his or her services
whi ch extend beyond the scope of this agreenent.

4. Activity agrees to indemify volunteer, his or her heirs, executor, or

adm nistrators for any and all suns that volunteer, his or her heirs, executors, or
adm nistrators, may be legally obligated to pay due to personal liability of volunteer
arising fromduties perforned within the scope of this agreenent.

5. It is understood and agreed to by volunteer that the services of paragraph 4 wll
apply only to the case of liability arising out of the ordinary negligence which
occurred during the scope of the volunteers services agreed to herein, and that in no
way do any of these provisions apply for the benefit of volunteer, his or her heirs,
executors or adm nistrators in any action arising out of gross negligence, wllful

m sconduct, or any other conduct on the part of volunteer which cause or may give rise
tocrimnal liability.

6. Volunteer further agrees that volunteer will fully cooperate with activity and its
agents in any investigation, lawsuit, arbitration, or any other |legal, or quasi-|egal
proceedi ng which arises fromactivity which is covered by this agreenent. Vol unteer
further agrees to notify the activity immediately of any incident which occurs or may
occur within the knowl edge of the volunteer, which gives or may give rise to liability
on the part of all the volunteers or the activity.

Recreation Division Head MAR Depart ment

Figure 1-1
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NAF ACTI VI TY DATE

NAME OF EMPLOYEE

1. BUPERS policy provides, under certain conditions, for travel and transportati on expenses of
the enployee and his or her dependents, nopverment and storage of househol d goods and personal
effects, and certain other allowances incident to enploynment by a NAF activity.

2. W have authorized you the following travel/transportation and related entitlenent(s) in
keeping with our recent enpl oynent offer:

ENTI TLEMENT AUTHORI ZED

A. Travel, transportation and per diem for
the enpl oyee from to
(activity nane).

B. Travel, transportation and per diem for
aut hori zed fam |y nmenbers from
to (activity nane).

C. Shipnment of househol d goods from
to (activity nane).

D. Storage of househol d goods NTE 45 days.

E. Tenporary Quarters Subsistence Expense
(TQSE) NTE 30 days (starts once on activity

payroll).

F. M scell aneous expense (NTE $700 with
family or $350 without family, in conjunction
with relocation).

G Oher(s)
3. In order to establish eligibility for the above allowances, | understand and agree that:
a. | will remain enployed with (activity name) for at least 12 nonths beginning with nmy

first actual date of work unless separated for reasons beyond nmy control and acceptable to the
managenent of (activity nane).

b. If | fail to fulfill the terms of this agreement, or if | amrenoved for cause before
expiration of the required 12 nonths of enployment, | will, upon denand, repay to (activity nane)
a sum of entitlement. | authorize (activity nane) to withhold any final pay due to me to apply

agai nst or |iquidate any indebtedness arising for violation of this agreenent.

Si gnature of Enpl oyee/ Date Si gnature of Personnel Rep/Date

Figure 1-2
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CHAPTER 2

EMPLOYMENT AND PLACEMENT

201. Enploynent. The CHNAVPERS is committed to ensuring that the
recruitment, selection, placenent, pronotion, termnation, and other rel ated
personnel actions involving NAF enpl oyees are in consonance with the Federa
Government's conmitment to fair enploynent practices and equal opportunity and
treatment for both applicants and enpl oyees. As such, reference (a)| is

suppl enented by the general policy provisions of the foll ow ng subparagraph

a. Administration. Admnistration of enployment processing and ot her
personnel procedures for a BUPERS NAFI can be a conpl ex operation, involving
personnel appeal procedures, enployee benefits, and all other facets of
personnel adm nistration. Cognizant installation conmanders may establish a
central NAF personnel office to handle the personnel administration of BUPERS
NAF enpl oyees. NAF personnel administration may al so be performed in an APF
Human Resource Office (HRO), on a cost reinbursable basis, if this is deened
by the command as the nost appropriate neans of acconplishing this function

b. Financial Support of Staffing

(1) It is Navy policy to provide, naintain, and operate adequate
facilities to accommpdate wel | -rounded MAR progranms to ensure the nental and
physi cal well-being of Navy personnel. |n consonance with this policy,
par agraph 075500 of the Navy Conptroller nmanual authorizes the expenditure of
APF to staff certain MAR positions.

(2) Day-to-day personnel administrative functions performed for NAFIs,
under the direction and supervision of an HRO, is authorized APF support
provi ded additional incremental APF costs are not incurred.

(3) Cogni zant installation conmanders shoul d resist converting
aut horized civil service billets to NAF billets if at all possible.

(4) A NAF position brought into the conpetitive service (civi
service) by del egated conversion authorities may not be returned to the NAF
for filling under the NAF personnel staffing procedures.

202. Cateqories of Enployees

a. Reqular Enployees. These are enpl oyees of continuing positions who
work on a schedul ed basis. Those who work between 35 - 40 hours per week in
this capacity are regular full-time enployees, and those who work 20 to 34
hours a week, on a schedul ed basis, are regular part-tine enployees. Regular
full-and part-time enpl oyees earn sick/annual |eave, and are eligible to
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participate in the retirement, and 401K savings and investnment plans. Regul ar
full-time enployees are eligible to participate in BUPERS (Pers-65) benefits
program i.e., health, life and disability insurance.

b. Flexible Enployee. Those who serve in either continuing or tenporary
positions, on a schedul ed or unschedul ed basis, up to 40 hours per week
Fl exi bl e enpl oyees are not eligible to participate in BUPERS (Pers-65)
benefits program nor are they entitled to earn sick or annual |eave. Al
flexible enployees will be officially placed on the rolls of the enploying
NAFI .

(1) Category Changed Enployees. Regul ar enpl oyees who have been
enrolled in the benefits programfor 3 or nore years and whose enployment is
i nvoluntarily changed fromregular to flexible, may, at managenment discretion
continue in the benefits programif total hours worked (either schedul ed or
unschedul ed) are at |east 40 hours in a biweekly pay period.

(2) Tenporary Emergency Enpl oyees. Those who are enpl oyed for not
nore than 30 days in the event of an emergency w thout regard to normal hiring
practices. Tenporary energency hire enployees are prohibited from enpl oynent
in food service or beverage handling, and processing or servicing positions,
prior to issuance of a Food Handlers Certificate. Tenporary emergency
enpl oyees may be extended for an additional 30 days w th BUPERS (Pers-65)
appr oval

c. Probationary Enployee. A probationary period is required for a person
appointed to a regular full-tinme or regular part-tine position in a NAFI
During the probationary period, the enployee's conduct and perfornmance in the
actual duties of his or her position may be observed, and he or she may be
separated w thout undue formality if circumstances warrant, i.e., terninated
at any tine for any reason.

(1) The length of the probationary period will be one plan for al
posi tions.

(2) Only one probationary period will be required for a NAF enpl oyee
except :

(a) Where a break in service of nmore than 6 nonths occurs, the
enpl oyee will be required to serve a new full probationary period.

(b) I'f a former regular enployee is rehired within 6 nmonths of
separation in the same or simlar duties, and conpleted only a portion of the
requi red probationary period during the first period of enploynent, that
portion will be credited to the enpl oyee.

2-2
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(3) Time spent in a flexible position which imediately precedes the
assignment to a regular position in the sanme title, series, and grade in the
same NAFI will be creditable towards conpletion of the probationary period if
t he regul ar assignment is one involving the sane or simlar duties.

d. Pronotion. A pronption occurs when an enployee is noved froma
position in one pay band to a higher pay band. Upon pronotion, the sel ectee
must be given a base increase of at |least 5 percent, or that anmpunt equal to
t he beginning rate of the band to which pronoted, whichever is greater

e. Tenporary Pronotion. A temporary pronotion occurs when a pay band
enpl oyee is noved froma lower to a higher pay band for a specified linted
time. Tenporary pronotions may be nade up to six nonths on a nonconpetitive
basis, and up to 2 years on a conpetitive basis. Tenporary pronotions beyond
6 nonths tinme frane nust be nade through conpetitive procedures. Persons
pronoted on a tenporary basis rmust be given a mnimumof a 5 percent pay
i ncrease, or that ampount equal to the beginning range of the level or pay band
to which pronoted, whichever is greater

f. Career Progression. Career progression positions with known
potential, as well as those that are considered part of a career progression
in a specialized field, should be conpetitively advertised rather than filled
by reassignment action to ensure fairness and to provide an opportunity for
other qualified candidates to apply for the position.

(1) Career Pronotions. A career pronotion is the pronotion of an
enpl oyee wi thout current conpetition when conpetition was held at an earlier
date including the initial appointnment and the enpl oyee was appointed on an
entry level or internediate position designed or intended to prepare him or
her for the full performance |evel of the position being filled. An activity
may make successive nonconpetitive pronotions of such an enpl oyee until the
full performance | evel of the career series or occupation is reached.

(2) Developnental Positions. Such actions take place, on a
nonconpetitive basis, when an enployee is hired or placed into a devel oprment al
position in a |lower pay band to fill a full performance position in a higher
pay band. Upon successfully conpleting training, or otherw se neeting
managenment’s requirements, the incunbent of such positions may be
nonconpetitively promoted to the higher or full performance pay band. Such
procedures will also be foll owed whenever managenent decides to fill ful
performance | evel positions at a |lower level within the same pay band.
Positions that call for nonconpetitive novenment to higher pay bands nust be
clearly announced an “in-put” or “non-full performance |evel positions” with
the potential to nove to a full performance |evel and/or pay band upon neeting
managenment’'s stated requirements. The full performance |evel pay band,
position, and title will be shown in the announcenent.
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g. Detail. A detail is a nonconpetitive, tenporary assignnent of up to
6 nonths of a pay band enpl oyee to another position in his or her assigned pay
band, or to a position in a | ower pay band/level. Enployees who are detail ed

to a position at the same or |ower pay band/level as the one from which
detail ed shall continue to be paid at his or her regularly schedul ed rate of
pay. |Incunbents of a position in a pay band may not be detailed to positions
i n higher pay bands. Such actions, if needed, nust be acconplished by use of
a tenporary pronotion. A standard form (SF-52) will be prepared for each
detail of nore than 30 days. Tinme spent in details is considered “qualifying
experience” and will be so credited during qualification deterni nations.

h. Reinstatenent. A former and otherw se eligible NAF enpl oyee may be
reinstated to any NAF position on a nonconpetitive basis as |ong as:

(1) The enpl oyee’s separation was not for cause.

(2) The enpl oyee did not resign while under oral or witten notice of
managenment’s intent to propose separation for cause.

(3) The vacant position is in a pay band no hi gher than any NAF
position previously held by the reinstatenent eligible in a prior regular
appoi ntnent. Reinstatenent to higher pay bands under such appoi ntnents nust
be made on a conpetitive basis.

i. Transfers. The novement of a NAF enpl oyee from one NAFI to anot her
wi thout a break in service, while remaining in the same pay band. Such
noverents may be made on a nonconpetitive basis, except pay band 3 if spousa
preference becones a consideration.

j. Reassignment. Managenent initiated actions that represent the
novermrent of a NAF enployee within his or her position's sanme pay band to
anot her position for which qualified, in the same NAFlI and pay band.
Management maintains the right to reassign its enpl oyees and such novenents
may be made on a nonconpetitive basis.

(1) Pay adjustnments may occur during such actions.

(2) Managenent nust document the incunmbent’s qualifications for the
new position, either by menorandum or a new application for enployment from
the i ncumbent, prior to the reassignment.

(3) Al PDs must be witten and approved prior to the reassignnent,
and kept current thereafter.

k. Voluntary Change to Lower Pay Band. Managenment nmay accept voluntary
applications fromenpl oyees in higher pay bands, and make sel ections from
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t hese applications for positions in | ower pay bands on a nonconpetitive basis.
In such cases, the enpl oyee nmust neet mininmum qualification requirenments.

203. Assignnment of APF Personnel (Mlitary and Civilian)

a. Mlitary Personnel. MAR prograns are authorized APF staffing in
accordance with the appropriate funding category specified in the bel ow chart:

ELEMENT OF RESOURCE APF SUPPORT
AUTHORI ZED
1. M LITARY PERSONNEL Y Y N
2.  CIVILI AN PERSONNEL
a. Permanent and/or Tenporary Assignment
(1) ECECS at Headquarters, Major Comand &
Installation |evels. Y Y Y
(2) Managerial and supervisory functions. Y Y N
(3) Base Realignment and Cl osure rel ated Y Y N
costs for NAF and APF enpl oyees.
(4) Personnel directly and primarily invol ved Y Y Y
in resale.
(5) Al other functions. N N N
b. Additional or Collateral MAR Duti es. Y Y N

Mlitary Personnel may be utilized by all Category A and B activities on

per manent assignment, tenporary assignment (no nore than 90 days), and for
additional and collateral MAR duties. |If 25 percent are MAR specific, the
costs must be reported as MAR.  All costs associated with military personnel
i ncluding tenmporary duty travel, should be financed using APF. Additionally,
the use of mlitary personnel is authorized for all MAR categories when
essential for the provision of ECECS and al so for the provision of security,
when not otherwi se available. Mlitary personnel nmay be assigned to MAR
activities provided one of the followi ng conditions are net:

(1) Where effective ECECS cannot be provided by the assignment of
civilian personnel

(2) When required for deploynents or at |ocations where qualified
civilians are not available through the local |abor market.

(3) To provide staffing for shipboard activities.
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(4) Mlitary personnel may be placed on tenporary assignment to MAR
activities, to include detail and tenporary duty, for a period not to exceed
90 cal endar days. Tenporary assignments nmay be made under the follow ng
condi tions:

(a) The military menmber, possessing a non-critical rating, is
awai ti ng reassi gnnent or other personnel action and is not required to perform
in his or her rating or mlitary occupational specialty during that period.

(b) Navy afl oat or other deployed units arrive at supporting
location and nilitary nmenbers are required to augnent the host installation

(c) Mbility or depl oynment requirenents occur

(d) Training to upgrade or mamintain essential mlitary skills
cannot be provided through ot her neans.

(5) Mlitary personnel assigned for duty in bachelor quarters may
serve as agents for clubs in stocking and collecting receipts for al coholic
beverages for honor bar operations within the bachel or quarters subject to
approval by the installation conmander.

b. Restrictions on the Assignnent of Mlitary Personne

(1) Enlisted personnel officially assigned to duty in MAR positions
will not be paid any nonetary supplement. Such personnel will not accrue
ei t her annual or sick |leave, other than official nilitary |leave as authorized.

(2) Enlisted personnel will not be assigned or detailed to duty
i nvol ving the selling or serving of al coholic beverages. They may be
voluntarily enployed for this purpose in their off-duty hours, as provided
el sewhere in this manual

(3) Mess managenent specialist personnel may be detailed to duty at
of ficial entertainment or social functions held on government property and
financed by official representation funds per SECNAVI NST 7042. 7G ( NOTAL) .
Such assignment will be considered regular mlitary duty; duty hours and
liberty tines of affected ness nmanagenment specialist personnel wll be
adj usted accordingly. Neither nmess managenent specialist personnel nor other
enlisted personnel will be detailed to duty for nonofficial entertainnent or
soci al functions that are not financed by official representation funds.
Soci al functions not financed by official representation funds include those
contributing to the personal benefit of an officer or group of officers which
have no connection with official duties and responsibilities. Entertainnment
for the enjoynment and benefit of those participating, occurring on a tenporary
or continuing basis, both during and after normal working hours, is a socia
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function. Station, ship, staff, squadron and private parties, |adies’
l uncheons, and all food service, other than essential food service, are
defined as social functions, as are sales in bars, and cocktail | ounges.

(4) Enlisted personnel assigned to managerial positions in a NAFl may
not be enployed in the same NAFI during of f-duty hours.

c. Civilian APF Personnel. Civil service personnel may be utilized on
per manent assignment, or an additional or collateral duty basis, in Category A
and B activities if they are perform ng managerial functions, or if the
position requires technical or professional qualifications. NAVCOVWPT nanual ,
par agraph 075524. 6, provi des special provisions for child care enployees.
Personnel accountable for APF resources and the protection of the interest of
t he Federal governnment should also be civil service enployees. Civil service
enpl oyees may al so be engaged in ECECS (not included as a cost of MAR),
regardl ess of the category of activity. For civil service enployees, if
25 percent or less of assigned duties are MAR specific, no cost should be
allocated to MAR, if nore than 25 percent, the costs nmust be reported as MAR
Al'l costs associated with civil service personnel should be financed utilizing
APF, regardless of the category of activity by which the civilian is enployed.
These costs include permanent change of station travel, transportation of
househol d goods, tenmporary duty travel, and education and training. |In rare
i nstances, NAF may be used for tenporary duty travel of civil service
per sonnel

(1) Rules and regul ati ons concerning the adm nistration of civi
servi ce personnel assigned to DON NAFls are published by the OPM and are
contained in civil service regul ations.

204. Enploynent of Retired Uniforned Service Personne

a. Retired nembers of the Uniforned Services have every right to seek
and be considered for, civilian enploynent in BUPERS NAFIs on the same basis
as other applicants. However, there is an obligation to assure that
consi deration for positions is extended to all candi dates on an equitable
basis, in strict conpliance with the spirit and fundanmental considerations of
nmerit and open conpetition. Special measures are necessary to conply wi th DOD
Directive 1402.1 and to guard agai nst the appearance that retired Unifornmed
Service menbers might be given preferential consideration. This is essential
not only in the interest of the public and of NAF enpl oyees, but to protect
such retired personnel fromunwarranted allegations that they obtained their
positions through influence based upon prior mlitary service.

b. Al NAF vacancies will be publicized, and recruitnment conducted, over
a sufficiently Iong period of time (advertised for a mnimum of 2 weeks) to
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give all interested candi dates an opportunity to apply. The qualification
requirements for the position will not be witten in a nanner designed to give

advantage to a particular individual or group of individuals. To avoid any
suspi cion or appearance of preferential treatnent, full consideration nust be
given to qualified current NAF enpl oyees in accordance with regular pronotion
procedures. Reasonable efforts to |locate other qualified candidates will be
made before appointing a retired menber of the Uniformed Services to a NAF
posi tion.

c. Positions will not be held open pending the retirenent of a nember of
the Uniformed Services to provide that person with a preferential opportunity
to apply for, or be appointed to the position.

d. If the position was |ast occupied by the proposed appoi ntee, or
another military incunbent, it will be clearly denpnstrated that the proposed
change to a civilian incunbency is to neet a bonafi de nanagenent need, and not
merely to afford civilian enploynment to the proposed appointee.

e. Appointrment of retired menbers of the Uniforned Services to any NAF
position during the period of 180 days imrediately follow ng retirenment nust
be acconplished consistent with the intent of DOD Directive 1402. 1.
Activities can request a waiver prior to the actual date of retirement, but
the retired nmenber cannot be enployed prior to his or her actual date of
retirement. Wivers are also required after the 180-day period when:

(1) A waiver was previously requested and denied at the same NAFI, and
for the same position which was not otherw se fill ed.

(2) Aretired mlitary nenmber was recalled to active duty at an
activity which subsequently desires to appoint the nenmber as a NAF civilian
enpl oyee within 180 days of rel ease fromrecall

f. Before enploying, in any category, a retired nmenber of the Uniforned
Services within 180 days imrediately following retirement, prior approval nust
be obtai ned from CHNAVPERS (hereby further del egated to BUPERS (Pers-65)).
OCPM i s the approving official for appointments to NAF positions under the
di rect supervision of CHNAVPERS. All requests for approval of a waiver of the
180-day waiting period nust be subnitted to BUPERS (Pers-65) in letter format,
and include a copy of the individual's application and other documents, and
statenments as indicated bel ow

(1) The effective date of retirement fromthe Armed Forces.

(2) Rank at time of retirenent.
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(3) Pay grade and Uniformed Service at the time of retirenent, whether
regul ar or a reservist.

(4) A current application, or resune, conpleted by the proposed
appoi nt ee.

(5) Date the position was established.
(6) Date the position was | ast occupied.

(7) Whether the position was converted fromnilitary to civilian
st at us.

(8) Date of conversion, if applicable.

(9) Reason for conversion, if applicable.

(10) \Whet her the proposed appointee was the last mlitary occupant.
(11) A current position description.

(12) Whether the position is regular full-tine, regular part-time, or
flexible.

(13) A statenment of the qualifications required to performthe duties
of the position.

(14) Whether efforts to fill the position have been continuous since
it becanme vacant, if not, the reasons therefore.

(15) A copy of notices and adverti senents used to publicize the
vacancy.

(16) Docunentation on how the proposed appointee is superior to al
qual i fi ed candi dat es consi dered.

(17) A statement that nmethods used in soliciting applications for
positions, and sources utilized in devel oping a supply of applicants for
enpl oyment consideration (i.e., internal posting, advertising, enploynent
services, Priority Consideration/Placenment Lists, etc.), conplied with
pl acenent procedures and assured ot her persons equal opportunity to apply and
recei ve consideration for the position. |If this is not the case, explain the
reasons.
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(18) A specific statenent certifying that the position was not held
open pending retirement of the proposed appointee.

g. For the purpose of the foregoing, the following terns are defined:

(1) "Arnmed Forces" - The Army, Navy, Air Force, Marine Corps, and
Coast Cuard.

(2) "Active Duty, Active Service, and Menber" have the definitions
gi ven them by section 101 of Title 37, USC

(3) "Aretired nenmber of any of the Uniformed Services" - A nenber or
a former nmenber of any of the Uniforned Services, entitled under any provision
of lawto retired, retirenent, or retainer pay on account of service as such a
menber .

(4) "Position" neans a NAFI civilian office or billet (including the
flexible category), the incunmbent of which is to serve under appoi ntnent.

h. Approval officials nust maintain conplete case files for actions taken
under this authority. The records nmust be available for inspection and be
mai ntai ned for 2 years. The requesting NAFI nmust maintain records of approva
of requests to waive the 180-day restriction. A copy of the approval nust be
mai ntai ned in the Oficial Personnel Folder (OPF).

i. Retired regular officers of the Uniformed Services are subject to the
Dual Conpensation Act. Refer to Section 318 for details concerning dua
conpensati on.

j. Aretiring mlitary individual, who is on term nal |eave, may apply
for and be selected for enploynent with a NAFI, but cannot comrence work unti
the expiration of such termnal |eave.

205. Preference in Hiring for Involuntarily Separated Menbers of the Arned
Forces and their Dependent

a. In accordance with P.L. 101-510, section 502(a), which added section
1143(d) to Title 10, USC, the heads of the DOD Conponents will take steps to
provide preference in hiring by NAFls for involuntarily separated nmenbers of
the Arny, Navy, Air Force, and Marine Corps, and their dependents.

(1) This programis in addition to the spouse enpl oynent preference in
section 212 bel ow, except that section will have priority over a preference
under this section.
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(2) A person nmay receive a preference in hiring only once under
P.L. 101-510. Transition hiring preference is term nated upon placenent in,
or declination of (whichever occurs first), a NAF position for which
application is made.

(3) Preference applies to all NAF jobs, NF-3 and bel ow and equi val ent
positions, and for positions paid at hourly rates, regardless of the grade of
the job for which the individual eligible for transition hiring preference
applies, and is fully qualified.

(4) Preference applies to any NAF job which is open to conpetition in
accordance with nmerit practices, even if there are enough "in-house eligible"
personnel otherwise to limt conpetition just to those under merit procedures.
Preference will not be limted to just those vacancies where it is necessary
to hire someone outside the organization

(5) A person eligible for preference will be referred for selection
only if he or she is anobng the best qualified candidates after a conpetitive
screening process is conpl eted.

206. Veteran Enploynment Preference. Preference in enploynent will be given
to veterans, and the spouses and parents of deceased veterans. This
preference is granted provided they are equally qualified for the vacant
position, and the veteran's discharge on termnation of U S. nmilitary service
was not |ess than "under honorable conditions."

a. Evidence of Veteran Status. Oficial docunents issued by the
Uni formed Services, or the Veterans Administration, are required to establish
conpliance with the requirements for active duty and for separation under
honorabl e conditions, and the follow ng facts, when they are needed:

(1) That active duty was in a war, or in the period 28 April 1952
through 1 July 1955, or nore than 180 consecutive days, other than for
training, during the period beginning February 1955, and endi ng October 14,
1976, or in a canpaign or expedition for which a canpaign badge is authorized.

(2) Existence of a service connected disability or receipt of
conpensation, pension or disability retirement; and

(3) Death of eligible uniforned menber in the line of duty in those
cases where preference is clained by the spouse or the parent.
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207. Equal Enploynent Opportunity (EEO)

a. It is the policy of the CHNAVPERS that NAFIs enpl oyi ng NAF personnel
will utilize the local installation or command APF EEO staff on a non-
rei mbur sabl e basi s.

b. In furtherance of the above, the head of each NAFI will, to the
maxi mum ext ent possi bl e:

(1) Provide sufficient resources to administer its EEO programin a
positive and effective manner.

(2) Conduct a continuing canmpaign to eradicate every form of prejudice
or discrimnation based upon race, color, religion, age, sex, physical or
nental disability or national origin, from personnel policies and practices
and working conditions, to include taking disciplinary action agai nst
enpl oyees who engage in discrimnatory practices.

(3) Communicate this policy and enpl oyment needs to all sources of job
candi dat es.

(4) Provide for the pronpt, fair, and inpartial consideration and
di sposition of conplaints involving issues of discrinination; and

(5) Establish a procedure for periodically evaluating the
ef fecti veness of the overall EEO effort.

c. Each NAFI will follow SECNAVI NSTs 12720.1 and 12720.5 and | oca
command EEO directives.

208. Reinstat ement

a. Ternmination for Cause. Any enployee terninated for cause will not be
reinstated or reenployed in any BUPERS NAFI

b. Reenployment Limtation on Retired NAF Enpl oyees. Retired enpl oyees
cannot be hired in a regul ar enpl oynment category, however, they can be hired
as flexible enmpl oyees whose hours are not to exceed an average of 19 hours per
week.

209. Recruitnent

a. BUPERS (Pers-653) will maintain a continual recruitment source that
al l ows cogni zant installati on coomanders to advertise key, or hard to fil
positions, on a Navy-w de basis.
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b. BUPERS (Pers-653) will provide a nonthly conmuni que to al
installations with BUPERS NAFIs |isting known vacant positions.

c. BUPERS (Pers-653) will assist in selection of enployees to fill vacant
positions as requested by cognizant installati on comanders.

d. BUPERS (Pers-653) will identify qualified potential candidates, if
avai | abl e, for vacant positions when requested.

210. Position Control. Heads of NAFIs will develop staffing | evels which
refl ect the opti mum nunbers and grades, including series code, of al
positions required in each department of the NAFI. Staffing |levels shall be
approved by the cognizant installation conmander.

211. Special Sel ection Consi derations

a. A NAF enployee recruited inthe U S., its territories or possessions,
who has satisfactorily conpleted a normal tour for the area in which the NAF
is located outside the 50 states, will be given priority consideration for any

position within the 50 states.

b. Enploynent of Handi capped/Di sabl ed Individuals. NAFIs may
nonconpetitively enpl oy disabled individuals subject to these individuals
being certified by the State Rehabilitation Service or the Veteran's
Admi ni stration. |If enploynment in a NAFI position is proposed, the initia
appointnent will be on a tenporary basis not to exceed 12 nmonths. If at the
end of the 12-nmonth period, nanagenent wants to convert the enployee, such
conversion is authorized nonconpetitively. Under no circunstances will any
temporary appoi ntnent of a disabled individual be extended beyond the initia
12 month period.

212. Spousal Enploynment. Spouses of active nmilitary personnel wll be
provi ded preferential consideration in NAF enpl oynent per Executive Order
12560 of 2 October 1986 (NOTAL) and PDASD (FM&P) nenorandum of 17 February
1987 (NOTAL). Such preferential consideration will be executed per the
foll owi ng guidelines:

a. Spouses eligible for preferential consideration are wi ves or husbands
of an active duty mlitary menber of the U S. Arnmed Forces, including menbers
of the National Guard or Reserves on active duty. The marriage nust have
occurred before the nilitary nmenmber received official Permanent Change of
Station (PCS) orders to the installation at which enploynent is being
consi dered

b. The tine period of eligibility for spousal preference begins 30 days
before the mlitary nmenber's reporting date at the new duty station and
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applies without time restriction except that spouses seeking preference with
less than 6 nmonths tinme remaining in the area may be nonsel ected for permanent
continuing positions. Wen a spouse has been enployed in a continuing
position, either NAF or APF, they are considered to have used their spousa
preference, whether it was declared at the time of enploynent or not.

c. This preferential consideration applies only to NAF vacancies to be
filled through conpetitive neans, and to spouses applying and referred for NAF
positions in all enploynent categories at the NF-3 and bel ow | evel, or
equi val ent hourly rate positions (hourly rates at or below the NF-3 level),
and at installations within the commuting area.

d. Eligible spouses will request consideration by subnission of a
conpl eted application or resunme to the servicing personnel office, or directly
to the NAFI in which consideration is desired.

e. The servicing personnel office is responsible for verifying
eligibility of spouses for preferential consideration.

f. Preference should be Iinmted to the specific positions identified for
consi deration on the application or resune.

g. Eligible spouses will be included within the m ninmal area of
consi derati on.

h. Eligible spouses referred to a selecting official as anong the "Best
Qualified" to fill the vacant position will be selected over other non-
preference candi dates.

i. Exceptions to selection of eligible spouses will be rare and based on
conpel ling hardship to the functioning of the NAFI, or other reasons
acceptable to the eligible spouse applicant. Exceptions will be approved by

the cogni zant installation commnder prior to final selection action

j. Position vacancies eligible for spouse preferential consideration wll
be wi dely published locally, and prom nently posted in areas of the
installation frequented by spouses.

k. Managenent may reassign a qualified enployee in the same pay band and
enpl oyment category of the position to be filled without the requirenment to
consi der spousal preference eligible. Mnagenment nmay al so advertise in-house
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under a nonconpetitive announcenent and select a qualified onboard enpl oyee
(same enpl oyment category of advertised position) wthout the requirenment to
consi der spousal preference eligible. Finally, managenent may solicit or
accept applications fromeligible NAF enpl oyees outside the organization (from
t he sane pay band and enpl oyment category of the vacant position) as |long as
an announcenent or (conpetitive or nonconpetitive) was not used to solicit

such applications. |f an announcerment is used to solicit applications from
out side the organization, whether the announcenents are conpetitive or
nonconpetitive, then spousal preference will apply. Al conpetitive

announcenments pertaining to positions in pay bands 1 through 3, irrespective
of the area of consideration, nake spousal preference mandatory unl ess the
conpetitive area is limted to enpl oyees of the NAFI concerned.

| . Copies of enploynment actions docunmenting placenment of spouses under
preferential consideration will be forwarded quarterly to BUPERS (Pers-653).

213. Changes in Enployment Category

a. Changes in enploynment (e.g., part-time to full, full-tine to part-
time, part-time to flexible), based on changes in operational requirenents,
are consi dered busi ness based actions (BBA).

b. A reduction in schedul ed hours of work whi ch does not change the
enpl oyment category is not to be treated as an adverse action.

214. Physical Examinations. Health standards for Categories A, B, and C
personnel will follow the requirements of Section VII, NAVMED P-5010, Manua
of Naval Preventive Medicine. Installation conmanders will ensure conpliance
with Section VII, NAVMED P-5010 by all NAFls. For child care and youth
progranms, OPNAVINST 1710.9 applies.

215. Non-U S. Citizen Enpl oyees

a. In non-foreign areas, non-U. S. citizens are identified in two
cat egori es:

(1) Permanent residents who have been issued an Alien Registration
Card (i.e., “Green Card”), which nust be renewed annually.

(2) Dependent of a Foreign National Serving on Active Duty as a Menber
of the U S. Armed Forces. These non-U.S. citizens are usually in the
nonforeign area strictly as dependents of the nmenber of the Arned Forces.
Docurments in their possession should include: Immgration Form 1-94 (Arriva
and Departure Registration) and their nmlitary dependent's identification
card.
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(3) Foreign dependents of active duty personnel nust possess an Alien
Regi stration Card and dependent identification card to be enployed i n CONUS.

(4) Cenerally, only citizens of the U S., their dependents, and
foreign nationals serving on active duty as nmenbers of the U S. Arned Forces
and their dependents, may be enployed in NAFls. |If, after positive
recruitment efforts, no other qualified personnel are available, qualified
non-U.S. citizens nmay be enployed. In nonforeign areas, authorization to
enpl oy bona fide residents is delegated to comuandi ng of ficers except, where
there is a centrally admi nistrated career managenent program BUPERS (Pers-65)
wi || authorize such enpl oynent.

b. Al prospective non-U.S. citizen enployees are required to produce
docunents cited above, and in the event of enploynent, evidence of proper
docunentation will be placed in the individual’'s personnel file.

c. In nonforeign areas, authorization to enploy foreign nationals is
del egated to conmandi ng of ficers.

216. Enploynment of M nors. The enploynent of minors, ages 14 and 15, is

aut hori zed by DASD (CPP) nenorandum of 9 February 1987. The enpl oynent of al
persons |l ess than 18 years of age will follow published state and | oca
standards and requirenments, and the FLSA. Such persons nmay not be enployed in
or assigned to positions that are hazardous or detrimental to their health.

In foreign areas, such enploynent will be under sunmer and student prograns
and paid under a special sumer and student wage schedul e.

217. Designation of Beneficiary for Unpaid Conpensation

a. Each NAF enpl oyee nust conpl ete the NAF Designati on of Beneficiary,
NAVPERS 5300/ 13, for unpaid conpensation. This formnmust be updated as
required.

b. NAVPERS 5300/13 will be conpleted in duplicate, the original placed in
t he enpl oyee's OPF, and the duplicate retained by the enployee. The back of
the form provides instructions for conpletion. Wen designating nore than one
beneficiary, the percentage to be paid to each nust be specified on the form
not to exceed 100 percent in total

218. National Agency Checks (NAC). An NAC is required for all NAF personne
assigned to positions of trust. Included in positions of trust are enpl oyees
who have been assigned responsibility for cash or inventory values in excess
of $5,000. Al child care and youth activity positions are considered
positions of trust and require a background investigation in accordance with
OPNAVI NST 1700. 9D.
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a. Before a NAF enpl oyee can be assigned to a position of trust, it nust
first be determined if the individual has had a favorable prior investigation
for Federal /NAF service, including nilitary, and that there has not been a
break in service greater than 12 nonths between the Federal / NAF service and
the position of trust assignment. |If the break in service criteria is net,
there is no need for another NAC

b. In enploynent/assignment situations, other than that cited above, an
NAC rmust be requested for NAF enpl oyees assigned to positions of trust.
Det ai | ed gui dance/instructions concerning initiating requests for NACs are
provi ded in OPNAVI NST 5510. 1.

c. Verification of a conpleted NAC nust be docunented in the OPF

219. Wirk Performance Appraisals

a. Policy. The contents of this section apply to all incunbents of
civilian NAF positions, except those sections pertaining to "pay adjustnments"
whi ch are not applicable to NA, NL, and NS and "GSE" child enpl oyees and NAF
enpl oyees i n Panana.

(1) Since enployee performance is the key to the success of any
organi zation, the inmportance of a performance apprai sal cannot be overstated.

(2) Managers/supervisors who fail to evaluate their enployees’, as
requi red, could jeopardize such enpl oyees’ continued enpl oyment or salary
rates. Managers nust give a performance apprai sal the highest priority in
fulfilling their supervisory/mnagerial tasks. Enployees should take action
i.e., grieve, if necessary), the untinmely or total absence of required and
schedul ed performance eval uations.

b. The Process. An appraisal form titled "Nonappropriated Fund Enpl oyee
Performance Rating Fornm' (NAVPERS 5314/2), has been constructed for use in
this program Al previous forns are obsolete. An explanation of the
contents of the formand its use can be found on the reverse side of the form
Al'l NAF enpl oyees, regardl ess of an enpl oynent category, nmust be apprai sed by
the use of the NAF Enpl oyee Performance Rating Form and be given one of the
four follow ng performance ratings at |east annually: outstanding; highly
sati sfactory; satisfactory; or |less than satisfactory.

(1) On conpleting the appraisal form managers, and/or supervisors
nmust recomend whet her or not pay band enpl oyees are to be afforded pay
adj ustments and/ or awards.
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(2) Wthin 2 weeks of conpleting 90 days on an activity's rolls, new
enpl oyees will be provided with a conplete apprai sal by use of the appraisa
form Transferring NAF enpl oyees, wi thout an annual appraisal, are provided

with a "presunptive" satisfactory rating until they are rerated annually.

(3) Enployees newly hired into the organization should be provided
with a copy of the appraisal formas part of their "indoctrination,” and
provided with a conplete explanation of its use and inmportance to their work
life with the organization. The 90-day requirenent for appraisal, and the
reasons for such, should be made clear to the enployee. This is an i mediate
supervisor responsibility.

(4) Managenent may el ect to reeval uate an enpl oyee's performance at
anytime they determ ne that changed performance requires such reeval uation
However, in taking BBAs, perfornmance appraisals used to arrive at such
deci si ons nmust be at |east 90 days old (i.e., have been signed 90 days prior
to the formal announcenent of nanagenment's decision to take needed BBASs).
Thi s 90-day requirenent neans that nanagenment cannot change a rating and then
i medi ately conduct a BBA based on the new rating.

(5) Presunptive ratings equal to the nost recent record of rating are
granted to enpl oyees when, due to managenment failure, inaction, or reasons
beyond the control of the enployee, only one valid rating of record is found
in an enployee’'s OPF. Such situations occur when an enpl oyee has been
assigned to a NAFI for a sufficient duration to have been required to have
been provided at |east two annual performance ratings. Since, under such
ci rcumst ances, an enpl oyee could be adversely inpacted through no fault of his
or her own by being granted a presunptive rating of satisfactory, such ratings

are not given under these circunmstances. |nstead, the presunptive rating
granted will be identical to that of the npbst recent perfornance rating of
record.

(6) Annual performance ratings are only good for a period not to
exceed 14 nonths, i.e., 425 days fromthe date of formal approval. The reason
for the 60 additional days, beyond the 1 year fromthe date of |ast annua
performance rating, is to allow managenent time to rerate the enpl oyee upon
expiration of previous performance apprai sal year. Earned ratings expire in

14 months unl ess replaced with newly earned and assigned ratings. |In the
event the old rating el apses and the supervisor fails to rerate the enpl oyee,
a presunptive duplicate rating will be used.

(7) Managenent may decide to award a pay band enpl oyee with a basic
pay increase based on performance at any tinme deened appropriate. To do so,
managenment would fill out a new appraisal form including the pay section
then fill out a personnel action request, and upon approval, send themto
Personnel for processing.
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(8) The use of this appraisal formdoes not preclude the use of
apprai sal tools such as managenent by objectives, or the use of performance
standards. These remmin activity options. However, the appraisal form and
rati ngs nmust be used as the final neasurenent of any locally devised/used
system

c. Less than Satisfactory Performance. When a regul ar, nonprobationary
enpl oyee's performance is viewed or rated as |less than satisfactory, the
following will apply:

(1) A Letter of Caution will be given to the enployee that reflects
written concern by managenment about the unsatisfactory performance of the
enpl oyee. Such letters represent non-disciplinary, nonadverse action and is
neither grievable nor appealable. This Letter of Caution will not be included
in the enployee's OPF unless it is subsequently used as a basis for
di sciplinary action.

(2) Each Letter of Caution, based on performance, mnust:
(a) State the enployee's perfornmance shortcom ngs.

(b) State specifically the performance which nust be net, or
corrections nade, in order to achieve a satisfactory |evel

(c) Set a definite trial period of reasonable duration, i.e., at
| east 30 days, but this tine-frame depends upon such factors as nature of
deficiencies, type of position, etc. It should not appear that managenent is
hurrying the process. Instead, a reasonable amount of tine, relative to the
type of position involved, and correction’s and/or inprovenents required, nust
be considered in establishing such tinme-frame. During this time, the enpl oyee
nmust denonstrate at |east satisfactory performance, or show sufficient
substantial inmprovenent to warrant continued enpl oynment.

(d) State that reasonable assistance will be offered by the
enpl oyee' s supervi sor

(e) State that inprovenment nust be sustained.

(f) State that failure to inprove nmay result in denotion or
renoval .

(3) If, upon conpletion of the trial period, the enployee's
performance nmeets the requirenents stated in the Letter of Caution, the
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enpl oyee will be so notified in witing. This witten notification, however
wi Il advise the enployee that sinilar deficiencies in performance occurring

within a specified tine period established by managerment, may result in a
proposed adverse action. This proposal may be issued without the issuance of
anot her Letter of Caution, or establishment of another trial period.

(4) If, upon conpletion of the trial period, the enployee's
performance is still not deened as "satisfactory,” denotion, renmoval, |oss of
pay, or reassignnment action should be taken. |f managenent decides to nerely
reassign the enployee, (i.e., place himor her in another position within the
same pay band wi thout |oss of pay), such reassignment is nmade at managenent's
di scretion by use of a formal personnel action. |In such instances, the
enpl oyee has no right to grieve or appeal the action. |f, however, managenent
decides to either separate, denote, or decrease the enployee's basic rate of
pay, based upon his or her failure to raise performance to at |east a
satisfactory level, then such action is appeal abl e (regul ar non-probationary
enpl oyees only). Such rights will be afforded the enployee in managenent's
witten decision. The Letter of Caution, which nust be given for at |east
30 cal endar days before final reevaluation of the enployee's perfornmance,
neets the 30-day mni num notice of separation requirements for such actions.
The final decision on the matter should give the enployee a mninumof 7
cal endar days notice prior to the effective date of any "adverse" action, and
provi de appeal rights, if appropriate. Severance pay is not authorized under
such conditions. The programdirector, or designee, signs decision letters
concerning "less than satisfactory" enpl oyee perfornmance.

d. Gieving Performance Ratings/Appraisal. An enployee may grieve his or
her overall performance rating, or the rating of individual factors.
Enpl oyees may al so grieve a supervisor's failure to provide a tinmely appraisa
of performance. Such grievances nust be filed within 7 days of receipt of the
rating, or in cases where the issue is a supervisor's failure to provide
atinely rating, the tinme frame for such grievances is 7 days fromthe
termnation tine of the current, or last rating (this tinme may be extended
when enpl oyees have not been inforned in a tinmely fashion as to the date of
their next rating). Managenent shoul d consider a supervisor's use, or neglect
of the appraisal rating process during overall annual performance eval uation
of each supervi sor/ manager.

e. Performance and Salary Increases. Mnhagenment nmy increase a pay band
enpl oyee's salary at anytinme, however, in no case will individual pay
i ncreases exceed 15 percent per year. Such increases may be based upon
factors other than performance, (e.g., need to retain specific
skills/qualifications). The appropriate bl ocks should be conpleted
aut horizing a pay adjustnment. A copy of the conpleted formwould be sent to
the NAF payroll office to process the pay adjustnent. The remark’s col umm of
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the formwould be used to explain the reason for such increases. It should
nerely be a short narrative explaining the "why" of the adjustnent. Loca
activities may establish their own administrative and/or control processes
over such matters, but such processes, if established, should be managenent
initiated and controll ed.

f. Performance and Awards. Local activities may establish awards
progranms, and performance awards may be given to NAF enpl oyees in place of pay
adj ust mrent s whenever managenment deenms it best. The enpl oyee need not be
formally reevaluated. The granting of awards should be as cl ose as possible
to the actual event, or performance that called for the award, otherw se the
bi ggest part of the "recognition" and "notivation" factor of such awards has
been | ost.

220. Training and Devel opment. The purpose of training is to inprove the
know edge, skills, and abilities of enployees in order that patrons of the
activity may be assured of quality service, and to ensure maxi mum operati ona
ef ficiency, econom es, and a safe working environnent. An appropriate
training programw |l also provide enployees with opportunities for continuous
personal devel opment.

a. Responsibility for Training. The NAFI programdirector w |l provide
continuous training opportunities for all enployees. However, training is the
responsi bility of nmanagement at all |evels of the organization

(1) Indoctrination Program |ndoctrination is the training on

policies and regul ations affecting the enployee's job, as well as inparting
general information which the manager has determned to be nutually hel pful to
t he enpl oyee and the activity. First-line supervisors are responsible for job
i nduction for new enpl oyees in all enployment categories. Oientation should
be acconplished within a reasonable period after the new enpl oyee reports for
duty.

(2) On the Job. Most training will be given on the job, where an
enpl oyee is first instructed through telling and showing, and finally tried
out and corrected in actual work performance. Cl ose supervision is necessary
to determne further training, or what other action mght be required.
Trai ning may be acconplished, within the work schedul e, by individual or group
instruction. Audiovisual aids nay be used to suppl enent instruction, but not
as a substitute for actual training.

(3) Formal. Enployees will be inforned of available formal training

courses, and selections for such training will be nmade in an equitabl e manner
among all qualified enpl oyees.
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(a) Formal instruction in recreation, food and beverage, and
ent ert ai nnent managenent and procedures, is conducted by BUPERS (Pers-654).

(b) Formal instruction in bookkeeping, auditing procedures, and
personnel nmanagenment, is also conducted periodically on a regional basis.

(c) Initial instruction and subsequent annual refresher training
in food sanitation will be given to all food services supervisory personnel
and all food service workers enployed in food service operations, to include
civilian cafeterias per SECNAVI NST 4061. 1B

(4) Professional Devel opment

(a) Executive enployees may join professional organizations and
associ ations and participate in their training progranms. Wen approved by the
conmandi ng of ficer, the cost of this training and rel ated expenses may be paid

with NAF fromthe enploying NAFI. |Individual nmenbership fees in professiona
organi zations are a personal expense and may not be paid from NAF. However
an official nembership can be paid with NAF and rmust be in the NAFIs name. In

an official capacity, NAF enployees may only act as liaison (i.e., a non-
voting and non-decisi on-naking role) to non-Federal entities. Non-Federa
entities include organizations like the | MCEA, NRPA, AFRS, and CI SM wi t h which
NAF enpl oyees have had | ongstandi ng working rel ati onshi ps. Requests to serve
in a liaison capacity nmust be approved in witing by the command Ethics

Advi sor. However, NAF enpl oyees may participate in the managenent of a non-
Federal entity (e.g., president, vice president, board nenber, etc.) only if
it is done on personal time, at personal expense, and in a personal (vice
organi zational) capacity. A NAF enpl oyee cannot take on a nixed role of
serving as liaison, and also serve in a nmanagenent capacity for a non-Federa
entity.

(b) The OPM offers various sem nars and institutes which deal with
a nunber of aspects of personnel adm nistration. Executive enployees should
be encouraged to apply for these sem nars when available. Activities
expecting to negotiate agreenents with | abor organizations should encourage
their personnel to attend |abor relations seminars.

(5) Reinmbursement for Training. Managers of NAFIs nay reinburse
regul ar non-probationary NAF enpl oyees for the tuition and exam nation fee
costs of approved educational courses taken during off-duty hours of current
enmpl oyment. To be eligible for rei nbursenent, the enpl oyee nust actually
attend the course at an approved institution, and successfully conmplete the
course. In addition, the course nust be directly related to the functioning
of the NAFI in which enployed. Books, supplies, fees for registration, |abs,
student activities, parking, etc., are not reinbursable under this program
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This programincl udes correspondence courses. Activities may add the
requi rement that enployees nust stay within the NAFI for a period of tine.

(6) Record of Training. Training received, including food handling in

t he case of individual enployees, will be made a matter of record for all NAF
enpl oyees. On-the-job training will also be nmade a matter of record, to

i nclude the specific types of training conpleted, the length of time involved,
and actual hours or days, including dates. All records of training will be

mai nt ai ned in personnel files follow ng the procedures set forth in paragraph
222 of this manual. NAVPERS 5300/ 16, Curul ative Record of Training, should be
utilized and nmaintai ned as a permanent part of the enpl oyee's OPF

221. Resignation

a. An enployee who plans to resign is expected to give a mni num of
2 weeks witten advance notice to managenment, unless nmutually agreed to by the
enpl oyee and managenent .

b. Enpl oying personnel offices will ensure that an enpl oyee does not
experience a break in service when nmoving, or transferring between NAF
organi zati ons, and when noving froma NAF position to an APF position. Such
avoi dance of breaks in service is necessary if enployees are to be extended
entitlenents under the portability legislation that prohibits such
entitlenents in instances where nore than a 3-day break in service has
occurred, or under the DOD/ OPM I nt erchange Agreenent that prohibits its use
when 1 or nore days break in service occurs. To ensure that NAF enpl oyees are
af forded necessary protection, the followi ng procedures will be applied by
servi ci ng NAF personnel offices:

(1) The losing personnel office will contact the gaining personne
office to work out an agreeable "drop" date and "pick up" date assuring that
no break in service takes place.

(2) The normal drop date will occur on a Saturday (need not be a work
day). Correspondingly, the pick up date will normally be a Sunday. (Again,
this day need not be a work day.) These 2 days, Saturday and Sunday, are
normal |y the begi nning and end of an administrative work week. |Irrespective
of what days are used, servicing personnel offices are responsible for
ensuring that no break in service, (i.e., 1 or nore cal endar days), takes
pl ace when a NAF enpl oyee noves to a NAF position in another organization, or
during a nove from NAF to an APF position

(3) Once an enployee submits a witten resignation (signed part E of

Request for Personnel Action (SF-52) or simlar notification), such
resi gnati on may not be rescinded by the enpl oyee wi thout nanagenment approval
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222. Position Qualification Requirenents

a. GCeneral. Establishnment of realistic qualification standards and
requi rements for any NAF position is a nmanagenment responsibility. Such
qual i fications nust be based on factual job requirenents. These
qualifications shall be witten so that conpetition for the job is not
restricted to any one individual. The qualifications of each applicant shal
be carefully reviewed and evaluated. The basic and sinple principle is to
find the best qualified person for the job to be filled. Once qualification
requirements are deternmined for a position and placed in an appropriate
posi tion announcenent, changes to those qualification requirements fromthat
point of time until a selection is made are not allowed. Instead, if
managenment deci des to change processes, the announcenent nust be negated, and
a new announcemnent prepared and advertised with the revised qualifications.

b. Candi dates nust be formally eval uated agai nst the know edge, skills,
abilities, and personal characteristics (KSAP's) determined to be inportant to
the position being filled. These KSAP's nmust be identified through job/task
anal ysis process and docunentation of this analysis must be retained.

c. Use of Education in Qualification Requirements. Education cannot be
used as a screen-in, screen out, or basic qualifier for any position unless
such requirement has al so been designated by the OPMfor simlar positions in
t he Federal service. Exanple: Child Devel opment Specialist NF-1701-04, and
Curricul um Specialist NF-1701-03. Such positions carry a positive education
requi rement on the Federal side of the house, hence, a degree requirenment for
sim |l ar NAF pay banding positions is also necessary. 1In all other cases where
managenment chooses to use education as a requirenment in qualifications for any
gi ven position, a second or alternate neans of neeting qualifications nust
al so be provided for applicants. For exanple, a position might require a
degree or substitution of specified experience in terns of |evel and |l ength of
such experience. The degree requirement cannot stand on its own.

223. Approval and Recruitnment for NAF Positions

a. Heads of NAFlIs are considered selecting officials and may approve
recruitment and sel ection of positions under their cogni zance.

b. In order that the nost suitable and qualified persons are enpl oyed by

NAFls at all levels, heads of NAFIs will ensure that established recruiting
procedures are foll owed.
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c. Al position announcenents will address the subject of relocation
costs.

d. Heads of NAFlIs will require adherence to the terns advertised in job
announcenents, including area of consideration and mandatory qualifications.
The announcement will al so describe the proper role of preferred, but not
mandat ory, qualification requirements used in the selection process.

224. Advertising Against Projected Vacancies. Wile managenent has al ways
had the authority to adverti se agai nst projected vacancies, the pay bandi ng
system has added a feature that nakes this approach a useful tool. The key to
this approach is that nanagement may fill positions in a pay band, wth

i ncumbents of that sane pay band, on a nonconpetitive basis. The follow ng
provi des an exanple of this scenario:

Exanpl e
Managenment has studied its turnover rates and determines that within the
next 6 nonths, they will have the foll owi ng vacanci es:
Job Titles Pay Band

Recreati on Speci al i st-Physical Fitness
Recreation Specialist-Youth Activities
Recreation Specialist-ITT

Assi stant Cl ub Manager

AN

a. Wth this projected turnover, managerment coul d pl ace one (or nore
announcenments) showi ng all projected vacancies, and restrict the area of
consideration to: “All Navy MAR activities in the organization's conmuting

area.” The area of consideration could be further refined by naking it “Navy
enpl oyees in a pay band (an appropriate band) in the commuting area of the
Navy activity,”, i.e., making it a nonconpetitive announcenent.

b. The announcement woul d state that it was |ead tine recruitnent against
proj ected vacanci es. Managenent would require an SF-171, a recent personne
action showing current salary, and a recent evaluation frominterested
applicants.

c. As vacancy dates becone known, managenent can revi ew applications and
eval uations to determ ne the best qualified applicants. Nonconpetitive
sel ections could then be made. The flexibility in being authorized to sel ect
i ncumbents of a pay band on a nonconpetitive basis allows management sone
di scretion in filling vacancies rapidly, and also all ows managenent to fil
vacancies with little or no job time vacancy.
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225. Enpl oyee Records and Files. The follow ng procedures will be utilized
i n mai ntai ni ng NAF enpl oyee records and files:

a. SF-52, Request for Personnel Action. This formis to be prepared for
all personnel actions (i.e., recruitnment, enployment, pronotion, term nation
etc.) which require specific approval of the head of the NAFI, the head of the
next |evel of comrand and/or conmandi ng of ficer

b. Personnel Actions. Any actions affecting NAF personnel such as
initial enployment, change of a nane, marital status, pay change, pronotion,
reassi gnnent, training, and other appropriate personnel actions, will be
recorded on the NAVPERS 5314/2, Personnel Action Report (PAR)

c. Social Security Nunber (SSN). Disclosure of the SSNis mandatory to
obtain the services, benefits, or processes an applicant is seeking. It is
used as an identifier throughout the applicant's NAF career

d. Enployee Check-in List. A check-in Iist nust be used for all new
enpl oyees to ensure prescribed personnel actions are conpleted. The conpl eted
list is to be filed in the enployee's OPF. Figure 2-1 provides an exanpl e of
an Enpl oyee Check-1n List (NAVPERS NAF- MFF).

e. File Mintenance

(1) Maintenance of enployee records nust conformto the provisions of
SECNAVI NST 5211.5C concerning the Privacy Act of 1974. The Privacy Act
Statement for NAF applicants is as foll ows:

“"Authority to request this information is derived from5 USC 301,
Depart mental Regul ations. The purpose of this information is to
determ ne the qualifications, suitability, and availability of
applicants for enployment with a NAFI, and of current enpl oyees for
reassi gnnent, reinstatenent, transfer, or pronmotion. The information
will be used to assess qualifications, entitlenment, and overal

enpl oyment suitability. Conpletion of information on this formis
voluntary. Failure to provide this information nmay prevent you from
receiving full consideration for the position you seek."

f. Personnel Folders. Per requirenents of the National Personnel Record

Center, a suitable folder no larger than 9% by 11 3/4 inches will be utilized
as a personnel file for each enployee. |If available, the OPF currently
utilized by APF civilian personnel offices is ideally suited for this purpose.
The tab insert will be plainly marked and contain the follow ng itens:
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(1) The enpl oyee's nane, flush with the upper left top margins, |ast
nane first, then a given nanme, followed by the first initial of the mddle
nane (if any), and then SR, JR, or nunmerals of name, if appropriate.

(2) To the right of the nane, insert the date of birth expressed as
nont h, day, and year in six numerals (e.g., 01-20-71).

(3) Enter the enployee’s SSN under and flush with the |ast name. The
SSN nust be entered for all U S. citizens, and for all foreign nationals

enployed in the U S., its territories and possessions. For local and third
country nationals enployed in foreign areas, enter the letters "LNO' under and
flush with the |ast nane. Oversized docunents will be folded so as not to

ext end beyond the edges of the folder

(4) Personnel files will be maintained al phabetically for both active
and inactive categories of personnel and stored in | ocked netal cabinets. The
active personnel records are to be segregated fromthe inactive records.

(5) Each personnel file will contain all the essential information
concerning the enpl oyee. Governnment forms will be utilized. |f a governnent
form does not exist for the purpose desired, a locally originated formmy be
used.

(6) The follow ng applicable permanent records will be maintai ned on
the right side of the personnel folder in chronol ogical order

(a) Application for Enploynent. An appropriate application, or
resume, may be used by applicants for NAF positions. The applicant should
indicate that the application is for a NAF position. |In addition, if
applicabl e, a statement concerning naturalization, application for waiver of
the 180-day restriction on enmploynment of military personnel subsequent to
retirement, and the approval letter from BUPERS (Pers-65), will be filed with
t he application.

(b) NAF Personnel Actions. NAVPERS 5314/2, Personnel Action

Report.

(c) Security Cearance. Certificates of Cl earance, Personne
Security Investigation, C earance, and Access.

(d) Medical Certification. Medical certificate, or statenent, as
to the enpl oyee's physical fitness for enploynent, or other periodic
statenments as to physical fitness. (This record may be nmaintained in the OPF
or a separate file).
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(e) Enployees Wthholding Exenption Certificates. The origina
U S. Treasury Departnment (Internal Revenue Service) Form W4, and the
respective state or territory formwll be forwarded to payroll office. A
copy will be placed in the OPF.

(f) Benefits Enrollnment. A copy of the NAF Group Benefits
Enrol | ment Form desi gnating the type of coverage el ected, or non-participation
in the plan.

(g) Retirement Plan. A copy of the application for participation
in the retirenent plan, or an enpl oyee's refusal card.

(h) Evaluations. Performance Appraisal Forms.

(i) Cunul ative Record of Training. Certificates, letters and
records of training, both formal and informal (including on-the-job training),
will be utilized to record all training.

(j) Mlitary Oders. Certified copy of conpleted nilitary orders
for any annual active duty tours with reserve conponents.

(k) Discipline. Letters of Reprimand, and records of disciplinary
action only. Al other docunents are to be filed separately.

(1) Mscellaneous Material. Copies of comendations and ot her
correspondence, grievances or appeals docunentation, letters of resignation or
noti ce of termination, correspondence or documents relating to unenpl oynment
conpensation, SF-8, “Notice to Federal Enpl oyees about Unenpl oynment | nsurance”
on termination, initial workers’ conpensation claim disability clainms and
retirement requests.

(7) Check-in/check-out sheets, enployees’ signed statenent
acknow edgi ng recei pt of tools, uniforns, |ID pass or gate pass, a car decal
etc., relating to an individual will be filed on the left side of the
per sonnel fol der.

(8) When an enpl oyee has been placed in a | eave-w thout-pay status for
t he purpose of entering the Arned Forces of the U S., it is mandatory for the
NAFI to facilitate restoration and preserve reenploynent rights granted in
aw. The OPF of such enployees will be placed in proper order and filed with
proper identification in the active personnel file, along with updated | eave
and pay records. Upon determination that the individual will not seek, or is
not eligible for restoration, the records will be placed in the inactive file.

(9) Transfer of Enployee's Record. The OPF of enployees transferred
or termnating enploynment, and being reenpl oyed by another NAFI, wll be
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forwarded to the new enploying activity within 5 cal endar days after receipt
of notification fromthe new enployer of the address to which record is to be
sent. All extraneous matter will be renmoved fromthe OPF prior to forwarding.
The record should be forwarded via U S. nmail, certified with return receipt
requested to the new enpl oyi ng NAFI, or hand carried.

(10) Personnel Records Disposition. On termination, the record of the
enpl oyee concerned will be placed in the inactive file and retired. The
following will be observed in preparing folders for shipnent:

(a) The date of separation on the tab (e.g., terminated 12-20-96)
under the name and ten spaces to the right of the conpleted SSN

(b) Al material on the right side will be reviewed to ensure that
it is of a permanent nature, and that term nation and other permanent papers
are included and fastened securely.

(c) Wth the exception of the |leave record, which will then be
pl aced on the right side of the personnel folder, all other material on the
left side of the folder will be reviewed. |f permanent in nature, it will be
pl aced on the right side; if tenporary in nature, it will be renoved, placed
in the general files, if appropriate, or destroyed.

(d) The face of each OPF must be marked or stanped, in bold
letters, with the words “NONAPPROPRI ATED FUND' to ensure proper handling, and
forwarded by mail to the National Personnel Records Center, (Civilian
Personnel Records), 111 W nnebago Street, St. Louis, MO 63118-1528
Addi tional directions for NAF records disposition is contained in chapter 15
of this manual .

(11) Reenpl oynment. On reenploynent, depending on |ength of separation
in excess of 12 nonths, the individual's OPF will be requested on NAVPERS
5300/ 14, Request for NAF Personnel Folder, fromthe National Personnel Record
Center (NRPC)(send request in duplicate) or former NAFI Enpl oyer, as
appropriate. The request will contain: Item 1, date of request; item2, ful
nane of the enployee; item 3, date of birth; item4, SSN and address "Nationa
Personnel Records Center (Civilian Personnel Records), 111 Wnnebago Street,
St. Louis, MO 63118-1528"; item5, nanme of |ast place of enploynment, |ocation
fromand to; item6, remarks (any other information which will assist in
identifying the individual); and section Ill, the originator's return address.

(a) Should the results of a request to the National Personne
Records Center for the personnel record be negative, further inquiry should be
addressed to the forner NAF enpl oyer on NAVPERS 5300/14. This procedure
shoul d be reversed if initial inquiry to the forner enployer is negative. |If
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the former enployer advises that the OPF was forwarded to the Nationa
Personnel Records Center, full information concerning this action should be
provided to the inquirer, including the date on which the personnel record was
mai | ed.

(b) I'n the event NRPC, or the former enploying NAFI, cannot
provide the OPF, the individual enployee is responsible for producing
accept abl e proof of enployment with a previous NAFI, i.e., W2s, copy of PARs,
payrol |l information, etc.
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EXAMPLE
Enpl oyee Check-1n List

NEW EMPLOYEE | NDOCTRI NATI ON CHECK LI ST

Enpl oyee' s Nane: Suspense Dat e:
Depart nent / Branch: Dat e enpl oyed:
Job Title: G ade:

Cl assification: Posi tion:

I NSTRUCTI ONS:  First-1line supervisors are responsible for job induction for new enployees in all enploynent categories. This
process shoul d be acconplished within five working days after the new enployee reports for duty. Return conpleted formto
the Personnel Office no later than the suspense date shown above.

ORI ENTATI ON | TEMS YES NA

1. Explain Mssion of the NAFI.

2. Explain enployee's duties, responsibilities and enpl oynent category.

3. Explain hours of work, tine recording and neal periods.

4. Explain hours and deductions. Wien is pay day? Were wll check be avail abl e? I's direct deposit avail abl e?

5. Explain overtine regulations in detail.

6. Explain security rules, |D badges, name tags, etc.

7. Explain all types of leave and eligibility.

8. Explain allowances (comutations, LQA Language, Post, etc.).

9. Equal Opportunity Process and Policy.

10. Enpl oyee Rel ations (Gievances, Appeals, etc.).

11. Explain Safety Rules/Fire Prevention.

12. Explain appraisals, pronotions, awards, etc.

13. Bulletin Board.

14. Enpl oyee Privil eges (use of NAFl facilities, etc.).

15. Physical exaninations.

16. Standards of Conduct.

17 Enpl oyee Benefits (Insurance, retirement, etc.).

18. Probationary Period.

19. Resignations.

20. Reasons for Ternmination.

21. Training Opportunities.

22. Tel ephone usage.

23. Local facilities (eating, banking, parking, etc.).

24. Uniforms - Maintenance of - Wat happens to when enpl oyee | eaves.

25. Introduce enpl oyee to co-workers.

( DATE AND SI GNATURES OF SUPERVI SOR AND EMPLOYEE)

NAVPERS NAF- MFF

Figure 2-1
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CHAPTER 3

NAF PERSONNEL PAY BAND SYSTEM

301. Policy. The payband systemis designed to hel p nanagers establish
conpetitive wages, strengthen the |ink between pay and performance, and

provide an efficient classification and pay process. It replaces the
traditional grade and step systemwi th one that groups work of simlar
characteristics into bands. |t assigns a pay range to each band, and with few

l[imtations, permts pay to be set within the range.

302. Applicability. The provisions of this chapter apply to all U.S.
citizens or bona fide U S. resident alien NAF enpl oyees, including off-duty,
mlitary personnel, except enployees covered under the Federal Wage System
(i.e., incunmbents of NA, NL, and NS positions), incunbents of positions under
the Navy child care pay band system (i.e., GSE positions), and Navy NAF MAR
positions in Panama.

303. The Federal Wage System The systemincludes all crafts and trades
positions and uses the followi ng pay plan codes: NA for nonsupervisory
positions, NL for |eader positions, and NS for supervisory positions. The
OPM s Operating Manual for NAF Wage System augmented by Appendi x A of this
manual , contains detailed procedural instructions for the adm nistration and
operation of the FW5.

304. Pay Banding - Genera

a. Al AS, PS, and UA positions, previously classified by BUPERS
(Pers-653) and distributed to the field as "standardi zed position and/or job
descriptions", have been placed into one of the six follow ng Pay Bands:

Nonappr opri ated Fund Previ ous Grade Coverage
Pay Band (NF)
NF 1 AS/ PS 1-4
NF 2 AS/ PS 5-6
NF 3 AS/PS 7 AND UA 5 thru 9
NF 4 UA 9 thru UA 12
NF 5 UA 13 thru UA 15
NF 6 UA 16 thru UA 18 and
SES Equi val ent's
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305. Pay Band System The pay band systemis designed to establish
conpetitive wages, strengthen the |inkage between pay and perfornmance, and

provide an efficient classification and pay process. It replaces the AS, PS,
and UA systens. In novenent to a pay banding position, the rate of pay may be
set at any rate within the assigned pay range. It specifies a pay range for

each band and enables pay to be fixed within the range of applicable wage
ar eas.

306. Structure. The structure of the pay band is shown in figure 3-1.] For
each band or level, the figure shows the generic work | evel, pay category,
grades repl aced, conparable GS grades, and exanpl es of jobs covered.

307. Special Instruction. Establishment or appointment to an NF-6 position
requi res approval by the ASN (M&RA). Establishment, reclassification, or
promotion to an NF-5 position requires the approval of BUPERS (Pers-65), and
nmust be forwarded via the chain of conmand.

308. Pay Schedules. The Wage Setting Division (WD), DOD Civilian Personne
Managenment Service, determnes rates of pay for enployees paid from NAFl s and
conmuni cates directly with activities concerning any matter where a nutual
interest or responsibility exists. The WSD issues pay band schedul es. These
schedul es establish the m ni mum and maxi num pay rates for each pay band in
accordance with the foll owi ng policy:

a. Mninmm Maxi mum for Bands NF-1 & 2 and M ninum for Band
NF-3. These rates are determ ned by a DOD wage survey of enployees in a
representative nunmber of retail, wholesale, recreation, finance, and insurance
establishnents, in the imediate locality who are engaged in activities
simlar to those in NAFls. WBD issues separate pay schedul es for each
geogr aphi cal area surveyed. The effective dates of schedul es vary dependi ng
on the survey dates. To aid pay setting decisions, a WSD-devel oped pay report
is attached to each schedule. It contains the average hourly rate of pay, and
the range of pay fromhigh to ow for certain surveyed jobs.

b. Maximum for Band NF-3 and M ni muml Maxi mum for Bands NF-4 through NF-6.
Mnimumrates in effect on 1 January 1995 will serve as a basis for future
adjustments to mnimumrates. Beginning January 1996, the minimumrates for
NF-4 t hrough NF-6 are adjusted by a percentage equal to any "national"

Enmpl oyment Cost | ndex (ECI) percentage increase for GS enpl oyees, rounded down
to the nearest $500.

309. Locality Pay. Installation comranders are authorized to inplement a NAF
locality pay systemsinilar to the one approved for GS enpl oyees. The
decision as to whether or not to inplenent NAF |locality pay for MAR NAF

enpl oyees is a local conmand option
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a. Locality pay is treated as basic pay for purposes of retirement and
life insurance benefits; prem um and overtinme pay; and |unp sum paynents for
unused annual |eave. Locality pay is not considered part of basic pay for any
ot her pay adm nistration purposes, e.g., in setting pay for pronotion actions,
base pay is used in determnation of a new rate of pay upon pronotion. Once
the new pay rate is deternmned, the locality pay rate would then be added, if
aut hori zed.

b. Locality pay applies only in the continental U S.

c. Locality pay does not apply to AS, PS, Crafts and Trade (NA, NL, NS),
or pay bands NF-1 and NF-2 enpl oyees. Adjustments in their rates and pay
ranges are made in accordance with DOD established prevailing rate rules.

d. Application of the locality increase nmay not bring the enpl oyee’s
sal ary beyond the top of his or her assigned pay band.

e. Installation commanders may grant or withhold locality pay increases
for their pay band NF-3 through NF-5 enpl oyees. However, such decisions nust
be applied uniformy to all pay band NF-3 through NF-5 enpl oyees in the
activity. |If installation commanders decide to grant sonething |l ess than the
aut horized locality increase, such increases will be treated as nornal pay
adjustments, rather than locality pay increases.

f. UA enpl oyees covered under negotiated union agreenents (i.e., those
filling bargaining unit positions) nust be provided the locality increase.

g. PARS forns effecting locality increases will use the “remarks” colum
of the formto provide a breakdown of the adjusted salary (e.g., anmount of
base pay and a separate ampbunt showing locality pay increase). This breakdown
may be needed in determining possible future pay actions.

310. Pay Setting

a. GCenera

(1) Except for special pay setting situations stated in paragraph b
bel ow, the heads of NAFI's may determ ne where, within the mni mum and maxi mnum
rates of the proper band, to set an enployee's annual rate of basic pay. In
setting an enployee's rate of basic pay, consideration should be given, but
not necessarily limted to, such factors as assigned duties and
responsi bilities; performance; budget; conpetitiveness with Federal and
private sector pay; current rates of pay for sinmlar positions; and the anount
and timng of previous pay increases, cash awards, bonuses, and all owances.

3-3
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The installation commander is the authority for setting the pay for the NAF
program director.

(2) Echelon Il commands may establish additional limtations on pay
setting for activities under their cognizance if they deemit necessary.

(3) The term "base pay,” as used in this manual, neans the annual rate
of pay for the enployee, including any portion that may be attributed to
conparability with private sector pay in a locality, before any deductions and
excl usive of additional pay of any kind. Base pay, which includes basic and
locality pay, may not exceed the maxi mumrate for the enployee's pay band.

The hourly rate of basic pay is determ ned by dividing the annual rate by
2087.

b. Special Pay Setting Situations

(1) Fair Labor Standards Act (FLSA) M ni num WAge Requirenent. The
mnimumrate paid nmay not be | ess than the current Federal m ni mum wage, or
t he applicable state or nunicipal wage, whichever is higher

(2) Transfer of Function. When a function is transferred from one
NAFI to another within or between conponents, pay for enpl oyees who nove with
their positions will be set at a rate within the band that is not |ess than
the enpl oyee's rate of basic pay i mediately before the nove. As an exception
to this provision, where a portion of the pay is clearly defined as a locality
adjustment, the locality pay adjustnment need not be continued when the
enpl oyee noves to an area with a lower locality pay adjustment. Future rates
of pay will be in accordance with the receiving NAFI's policies and
conpensati on prograns consistent with the requirenents of this manual.

(3) Lnvoluntary Moves to NAF under the DOD Enpl oyee Benefit
Portability Program Wen a GS enployee is involuntarily noved to a NAF pay
band position, the enployee's basic rate of pay will be set at a rate within
the pay band to which assigned that is not |ess than the enployee's GS
schedul ed annual rate of pay, as defined in Title 5 CFR 531.602, plus the

corresponding GS locality differential. Future rates of pay will be in
accordance with this manual. |If the enployee's |last GS schedul ed annual rate
of pay, plus the GS locality differential, is above the maxi mumrate of the

pay band level to which noved, pay retention is required as foll ows:

(a) The enpl oyee must have served for 1 continuous year
i medi ately before the change in one or nore positions at a rate of pay higher
than the maxi mumrate of the pay band to which assigned.
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(b) The retained rate will be the | esser of the rate of pay
i medi ately before the change, or 150 percent of the maxi numrate of the pay
band to which assigned.

(c) Pay is retained under this policy for a period of 2 years,
unless it is determned earlier by a break in service, or a change to a | ower
pay |l evel at the enployee's request.

(d) During the 2-year period, the enployee will receive all pay
i ncreases granted to the applicable pay band.

(e) At the expiration of the 2-year period, pay will be adjusted
to any amount within the pay band consistent with assigned duties and
responsibilities.

c. Pay Increase. An enployee may be granted a pay increase within a
band, with or w thout a position change. However, in no case will individua
pay increases exceed 15 percent per year. A pronotion occurs, except for
tenmporary details, when an enployee is noved to a higher band. A pronotion
requires a mninum pay increase of 5 percent of basic pay, or an increase to
the minimumrate of the higher band, whichever is greater (the 15 percent pay
increase limtation does not apply to pronmotions). A pay increase can al so be
granted upon tenporary detail or reassignnent.

d. Pay Decrease. An enployee's pay may be decreased within the band for
the followi ng reasons: change in duty station to a locality pay area with a
|l ower locality rate of pay; business-based action, perfornmance-based action,
or disciplinary action; classification effort; or an enpl oyee requested job
reassignnent. A detail is not a basis for a pay decrease. Wen an enpl oyee
is moved to a | ower band involuntarily, it is a denotion.

e. Annual Across-the-Board Adjustments. These adjustments are not
required, but may be granted by the installati on cormander not to exceed the
l[imts described in paragraphs (1) through (4) below. Wen the mninumrate
for the band is raised in accordance with paragraph 309 above, enployees at
the bottom of the band, who are rated at |east satisfactory or equival ent,
must be given a pay increase to keep their rate of pay within the pay range of
t he band.

(1) Enployees in Bands NF-1 and 2. The adjustment will not exceed the
average percentage adjustnent stated on the pay report attached to the current
pay schedule. It will not be granted if both the Econom c Consumer | ndex
adjustrment and the locality adjustnment are cancel ed for APF enpl oyees.
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(2) Enployees in Bands NF-3 through 5, and NF-6. The adjustnent wll
not exceed the respective percentage adjustment granted to correspondi ng APF
GS and SES enpl oyees.

(3) Enployees at or Near the Top of a Band. The enployee's base pay
may not exceed the maxinmumrate for the enpl oyee's band.

(4) Enployees in a Less than Satisfactory or Equivalent Status. Such
enpl oyees are ineligible for a pay increase unless their pay would fall bel ow
t he m ni mum wage set by the FLSA. This neans that, in some cases, their pay
may fall below the mininumrate of the band. Managenent nay provide a maxi num
of 3 months to inprove such enpl oyees' performance, or take other appropriate
personnel action. (See 309.b(1)).

311. Training Wage. The paynment of a rate below the minimumrate of pay band
NF-1 is authorized for initial enploynment of untrained enpl oyees entering at
pay band NF-1. The rate of pay selected cannot be |l ower than the applicable

m ni mum wage and nmay be paid for a maxi mum of 3 nmonths at which tinme the

enpl oyee, if still enployed, will be noved to a rate of pay within the pay
band.

312. Pay Adjustment for Supervisors. The head of the NAFI may adjust the
rate of pay of an NF supervisor to any rate of his or her pay band that
exceeds the hi ghest FWS enpl oyee bei ng supervised. Before an adjustnment may
be made, the head of the NAFI will determnine that:

a. The supervisor's regular responsibilities include supervision over the
techni cal aspects of the work of one or nore FWS enpl oyee.

b. The supervisor's rate of pay is less than the scheduled rate of the
hi ghest paid FW5 enpl oyee.

c. In conparing the schedul ed rate of pay for an NF supervisor, with the
rate of pay for an FW5 enpl oyee supervised, the head of the NAFI will exclude
fromthe FWS enpl oyee's rate any irregular prevailing rate, such as a retained
rate or night shift differenti al

313. Determination of Exenpt or Non-Exenpt Status. The provisions of the
FLSA, as inplemented by the OPM are applicable; therefore, all NAF positions
nmust be designated as either "exenpt" or "nonexenpt.” Paragraph 314b (1) and
(2), below, details applicability and exenption criteria. The general rules
relative to such designations are as foll ows:

a. Classification levels NF-1 and NF-2 consi st exclusively of nonexenpt
posi tions.
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b. Cassification |levels NF-3 and NF-4 may consist of both exenpt and
nonexenpt positions, depending on the characteristics of the individua
posi tions.

c. Cassification levels NF-5 and NF-6 consist exclusively of exenpt
posi tions.

d. Positions in overseas foreign areas are all treated as exenpt, as the
provi sions of FLSA do not apply in those areas.

314. Prem um Pay

a. Overtinme. NAFlIs nust adopt a pay policy which will be in witing and
posted on bulletin boards.

b. Pay Band Enpl oyees. NAF enpl oyees under pay banding, and the GSE
schedul e enpl oyees, will be covered by the FLSA in deternining conditions
whi ch nmust be met before overtinme conpensation rates are paid. As a primary
condition, FLSA requires that 40 hours per week be actually worked before
overtime rates begin. 1In determ ning actual hours worked, paid absences
(e.g., holidays, annual and sick |leave, adninistrative leave, mlitary | eave,
court |leave, etc.) are not considered actual hours worked and, consequently,
are not credited toward neeting the 40-hour threshold for overtine
conpensati on.

c. Enployees in Areas Covered by the FLSA

(1) Nonexenpt enpl oyees. Enployees identified as nonexenpt will be
paid overtime for hours in excess of 40 hours per week. The doctrine of
overtime hours "suffered or permtted" to be worked by the enpl oyee applies to
nonexenpt enpl oyees. Only hours of work are counted toward the 40 hours in a
wor kweek. Periods of paid | eave, or holiday |eave, are not included. If work
is performed, whether authorized in advance or not, conpensation at 1 % tinmnes,
the basic rate must be paid. Conpensatory tinme off for nonexenpt enpl oyees is
not authorized, except in conformance with paragraph 314c(3) bel ow

(2) Exenpt Enpl oyees. Exenpt enpl oyees nmay not be paid overtinme, or
gi ven conpensatory time off for work in excess of 40 hours in an
admi ni strative workweek, unless the overtinme or conpensatory time off is
specifically ordered and approved, in witing, in advance. |n certain unusua
i nstances, the authorizing supervisor may approve overtime worked by an exenpt
enpl oyee after the fact. The doctrine of overtine hours "suffered or
permtted" does not apply. An exenpt enployee is not nornmally entitled to
recei ve overtinme pay or conpensatory tine off. However, if command NAF policy
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for NAF enpl oyees authorizes either overtime pay or conpensatory time off, it
wi |l be administered as follows:

(a) When an enpl oyee's basic rate of pay does not exceed the rate
for grade GS-10, step 1, the overtine rate is 1 L tinmes the enployee's hourly
rate of basic pay.

(b) When an enpl oyee's basic rate of pay exceeds the rate for
grade GS-10, step 1, the overtinme rate is 1 L times the rate payable for grade
GS-10, step 1.

(c) Conpensatory tinme off may be granted to an exenpt enpl oyee at
the discretion of managenent. The ampount of conpensatory tinme off that may be

granted will be equal to the time spent in overtinme work, i.e., 1 hour of
conpensatory tine off will be granted for each hour of work in excess of 40
hours. Managenment may require that an exenpt enployee in classification |eve
NF- 4 and above be given only conpensatory tine off. Managenment may al so
[imt the amount of conpensatory tinme an exenpt enployee may accunul ate. No
exenpt enployee will be permitted to accunul ate nmore than 80 hours of

conpensatory tine. Conpensatory time should be used within a reasonabl e
period of time, not to exceed 26 weeks.

(3) Notwithstandi ng the prohibition against the use of conpensatory
time off for nonexenpt enployees, under the provisions of Title 5 USC, 55504,
an enpl oyee may el ect to work conpensatory overtine for the purpose of taking
time off without charge to | eave when religious beliefs require that the
enpl oyee abstain fromwork during certain periods of the workday, or
wor kweek. Under this |aw, any enployee who elects to work conpensatory
overtime for this purpose will be granted, in |lieu of overtime pay, an equa
amount of conpensatory tine off. However, an enployee's election to work
conpensatory overtime may be di sapproved by managenent if such a nodification
in a wrk schedule would interfere with the efficient operation of the NAFI

d. N ght Shift Differential. N ght shift differential is optional only
for NF enpl oyees, and nay be paid when managenent determ nes that such
differential is the prevailing practice in the | ocal wage area, and that such
pay is necessary for recruitnent and retention purposes. |f night shift
differential is paid, it will be at the rate of 10 percent of the enployee's
basic rate for hours of nonovertime work perforned between the hours of 1800
and 0600. Paynment of night differential continues during periods of paid
| eave and official travel. N ght differential may be authorized for al
cat egori es of enpl oyees.
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e. Holiday Pay

(1) Regular full-time or regular part-tinme enpl oyees who work at | east
5 days per week and are excused fromwork on a holiday are entitled to the
basic rate of pay, if the holiday falls on a day they are normally schedul ed
to work. Pay is equal to the nunber of hours the enpl oyee woul d have worked
had the day not been a holiday.

(2) Holiday pay is optional for NF flexible enployees who are
regul arly scheduled to work at |east 5 days per week, have been enpl oyed for
at |least 90 days, and are excused fromwork on a holiday, are entitled to the
basic rate of pay, if the holiday falls on a day they are normally schedul ed
to work. Pay is equal to the nunber of hours the enpl oyee woul d have worked
had the day not been a holiday. |If the enployee works on the holiday, the
enpl oyee is entitled to receive holiday prem um pay for the nunber of hours
regul arly schedul ed, plus regular pay for the nunber of hours worked on the
hol i day.

(3) Flexible enpl oyees without a regular schedule (on-call) do not
recei ve holiday premi umpay. |f scheduled to work on a holiday, they wll
recei ve regul ar pay for the number of hours worked.

(4) Legal holidays include the 1st of January, the 3rd Monday of
January, the 3rd Monday of February, the |ast Monday of May, the 4th day of
July, the 1st Mnday of Septenber, the 2nd Monday of October, the 11th day of
Noverber, the 4th Thursday of Novenber, the 25th of Decenber, |nauguration Day
(only for enmployees working in the Washington, DC, Metropolitan area as
explained in the rules for APF enpl oyees), or any other cal endar day
designated as a holiday by Federal statute or executive order

f. Sunday Prem um

(1) Sunday premium pay is optional for NF enpl oyees, and may be
aut hori zed when managenent determ nes that such pay is necessary for
recruitment and retention purposes. Wen authorized, Sunday prem um pay wl|
be paid at the rate of 25 percent of basic rate for all hours of a nonovertine
tour of duty, when any part of the schedul ed tour is perfornmed on Sunday.
Only regular full-tinme enployees, regularly scheduled to work 40 hours per
week, may be paid Sunday prem um pay. Sunday pay will be paid only for
regul arly schedul ed hours worked on a Sunday. Appendix A provides exanpl es of
a Saturday/ Sunday split shift.

(2) Sunday premiumpay is in addition to prem um pay for holiday work,
overtime pay, or night shift differential, and is not included in the rate of
basi ¢ pay used to conpute the pay for holiday, overtime pay, or night shift
differential
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315. Child Care Gvers (CC) Pay System

a. GCeneral. The DOD Child Care giver pay system while it has sonmewhat
different rules of application, is part of the NAF pay band system The
system was established by the DOD to neet the requirenents of the Mlitary
Child Care Act of 1989, and applies to all U S. citizens, or bona fide U S.
resi dent alien NAF child care enpl oyees, irrespective of a category of
enpl oyment .

b. Definitions

(1) CC - Child Care. The synbol used to identify the pay plan code.

(2) Eull Performance or Target Level. The grade or level of the
position that an enpl oyee is expected to attain once he or she has net
requi red qualifications.

(3) GSE. A descriptive pay plan designation that identifies the
positions with their "GS" counterpart.

(4) Highest Previous Rate. The provision that allows adjustnent of an
enpl oyee' s pay upon re-enpl oynment, or other appropriate personnel action
based on pay previously earned.

(5) Pay Adjustment (in place). A nonconpetitive pay increase based on
recogni zed and sustai ned perfornmance above the satisfactory |evel

(6) Reassignnent - Pay Adjustment. Increase in pay when the enpl oyee
is moved nonconpetitively fromthe entry to the internmediate |evel, or
internediate level to the full performance |evel

(7) Pay Band. GSE enployees fall under the pay band pay system
i.e., there are established pay bands with a wi de pay range, and pay may be
set at any amount within the pay band. GSE s fall under CC pay bands 1 and
2. Additional pay increases are performance related and are expl ai ned bel ow

(a) Overtinme. Al nonexenpt enployees are eligible for payment of
overtime for hours worked in excess of 40 hours per week only. Holiday and
| eave hours are treated as hours of work in determining eligibility for
overtime pay.

(b) Sunday Pay. No differential pay for Sunday work.

(c) Night shift Differential. No night shift differential paid.



BUPERSI NST 5300. 10
3 Dec 97

(d) Holiday Premi um Pay. Only regular full and part-tine
enpl oyees receive double time for all hours worked on the holiday. Payment is
l[imted to maxi mum of 8 hours per holiday.

(e) Holiday Pay. Regular full and part-tinme enpl oyees receive
hol i days of f with pay, whether or not the holiday falls within their schedul ed
work week. |If the holiday falls on an enployee's nornal day off, then they
are entitled to an alternative day off with pay during the pay week in which
the holiday falls.

c. Position Classification

(1) Standardi zed Position Descriptions (SPD) will be used for all NAF
child care program enpl oyees. SPDs nmay be anmended to reflect particul ar
characteristics of care giver operations. The GS-1 grade level is not
aut horized, nor is there a GSE equivalent for GS-1. The full performance or
target grade level for positions in Pay Band | is the Education Techni ci an
(Child Care), GSE-1702-4 position in Pay Band I

(2) The following five positions are specifically authorized under the
progr am

GSE- 1702-2: Education Aid (Child Care)
(Entry Level)

GSE- 1702-3: Education Aid (Child Care)
(I'ntermedi ate Level)

GSE- 1702-4: Education Technician (Child Care)
(Ful'l Performance Level)

GSE- 1702-5: Education Technician (Child Care)
GSE-1702-5: Lead Education Technician (Child Care)

(3) Figure 3-2 display’s charts with specific qualification
requi rements for GSE positions for Pay Bands | and I

(4) Enpl oyees have the right to appeal the grade of their positions,
but not the content of the Position Descriptions (PD). Appeals will be made
t hrough the conmand to BUPERS (Pers-653). Decisions of BUPERS (Pers-65) are
final
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d. Pay Setting

(1) Pay Band CC-1, devel opnental band, consists of
GSE- 1702-2 Education Aid (Entry) and GSE-1702-3, Education Aid (Intermediate).
Pay Band CC-11, Full Performance Band, consists of GSE-1702-4 Education

Technici an (Target Level), GSE-1702-5 Education Technician, and
GSE-1702-5 Lead Education Techni ci an.

(2) Band I (CC-1), has a minimumrate that is equal to the rate of
GS-2, step 1, and a maximumrate equal to GS-3, step 10. Band Il (CC-11), has
a mnimmrate equal to GS-4, step 1, and a maxi mumrate equal to GS-5,
step 10.

(3) M ninmmand maxi mum rates of pay prescribed by the OPM for the
General Schedule (GS) apply to the pay band positions. DOD will issue the
revi sed CC schedul es when conparability rates are approved by Congress for the
GS positions. Pay increases are nandatory only as necessary to prevent an
enpl oyee's pay fromfalling below the mnimumrate of the band.

(4) There are no step increases within the pay bands. Managenment may
establish any rate within the appropriate pay band. These decisions should be
based on factors such as difficulty in filling positions, qualifications of
applicants, and enpl oyee performance.

(5) Pay adjustnment actions within a pay band, because of a position
change, are acconplished on a nonconpetitive basis. |In effecting such
actions, enployees nmust be given a 5 percent mninumincrease. However, when
an enpl oyee noves from Pay Band | as GSE-3 to a GSE-4 position in Pay Band |1
the enpl oyee will be given a rate equal to the minimumrate of the new pay
band, or a 5 percent increase, whichever is higher. Management may increase
an enpl oyee's pay to any amount within the new pay band.

(6) Managenent may appoint qualified candidates at any rate within the
Pay Band Il range. A GSE-5 new hire may be paid a salary equal to the rate of
a GS-4 or GS-5.

(7) Managenent nust address the issue of "pay adjustnent" at |east
once a year during the annual performance appraisal cycle. The decision to
wi t hhol d a pay adjustnent is not a grievable matter.

(8) When a DON child care enpl oyee | eaves for another DON child care
position, the following rules will apply:

(a) Promption. An increase of at least 5 percent will be afforded
t he enpl oyee.
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(b) Transfer. At the same GSE |evel, pay will be protected.
(c) Change to Lower Grade. \When an enpl oyee accepts a voluntary

change to |l ower grade (e.g., a GSE-5 enpl oyee accepts a GSE-4 position), his
or her pay will be set in accordance with the highest previous rate rule.

(9) When a child care enployee term nates, and is hired into a
nonchild care position, the following rules will apply:

(a) Promption. The pay setting policies of the pay systemto
which promoted will apply. However, pronotion percentage applicable to both
the NF and CC nay be locally mandated to be a mininumof 5 percent, or any
ot her percentage hi gher than the nandated mininuns, if the command has the
necessary funds and wants to do so.

(b) Same or Lower Grade. Pay can be set at any rate in the pay
band t hat does not exceed the maxi numrate for that pay band.

316. Allowances and Differentials

a. Foreign Areas. The paynent of allowances and differentials to NAF
enpl oyees will conply with DOD 1400.25-M DOD Civilian Personnel Manual (CPM,
Chapter 592, Overseas Allowances and Differentials. The del egations of
authority restrictions provided in that chapter apply to NAF

(b) Non-foreign Areas. A non-foreign area allowance, or differential
establ i shed for APF enpl oyees is not granted to enpl oyees in bands NF-1 and
NF-2 as their rates already are based on the prevailing rate, but may be paid
to enpl oyees in bands NF-3 through NF-6. The heads of NAFIs should strive for
consi stency in a geographical area, internally and anong conponents.

317. Fair lLabor Standards Act

a. Applicability. The provisions of the FLSA, as inplemented by the OPM
are applicable to all NAF enpl oyees, including off-duty, nilitary personnel
who are enpl oyed i n geographical areas covered by the FLSA, as amended. The
mnimmrate to be paid enpl oyees covered by the FLSA may not be |ess than the
current Federal mininumwage, or the applicable state or nunicipal wage,
whi chever is higher.

b. Coverage. Heads of NAFI's nmay exenpt a NAF enpl oyee fromthe
provisions of the FLSA, if the following criteria are met:

(1) Executive Exenption. The enployee's primary duty consists of
managenment or supervision. This primary duty requirement is nmet if the

enpl oyee:
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(a) Has authority to select or renove, advance in pay and pronote,
or make any other status changes of subordi nate enpl oyees, or has authority to
suggest and recomend such actions with particular consideration given to
t hese suggestions and recomendati ons; and

(b) Customarily and regularly exercises discretion and i ndependent
judgrment in such activities as work planning and assignnent, direction
revi ew, evaluation, and other aspects of nanagenent of subordi nates, including
personnel adm nistration.

(c) In addition to the above criteria, enployees properly
classified in NS positions at the 7, 8, or 9 level, and NF enpl oyees properly
classified at NF-3, nust spend a m ni mum of 80 percent of their workday on
supervisory duties.

(2) Adninistrative Exenption. An admnistrative enployee is an
advi sor, assistant, or representative of nanagenment, a specialist in
managenment, general business function, or support service, whose work neets
all of the following criteria:

(a) Significantly affects the fornulation or execution of
managenment policies or prograns; or

(b) Invol ves general managenent, business functions, or supporting
services of substantially inportance to the organization; or

(c) Involves substantial participation in the executive, or
adnmi ni strative functions of a managenent official

(d) The enpl oyee perforns office or other predoninantly non-nanual
work which is intellectual and varies in nature, or of a specialized or
techni cal nature that requires considerabl e special training, experience, and
know edge.

(e) The enpl oyee nmust frequently exercise discretion and
i ndependent judgenent, under only general supervision, in performing the
nor mal day-to-day work.

(3) Nonexenpt NF Enpl oyees. The followi ng NF enpl oyees do not neet
the FLSA exenption criteria and are, therefore, nonexenpt fromthe provisions
of the FLSA

(a) Nonsupervisory enpl oyees.

(b) Leader enployees.
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(c) Supervisory enpl oyees classified bel ow NF-3

(d) Supervisory enpl oyees at NF-3 who performwork not directly
related to their supervisory function nore than 20 percent of the tine.

(4) Exenpt Supervisory Positions

(a) The follow ng supervisory enpl oyees neet the FLSA criteria
and, therefore, are exenpt fromthe FLSA

1 Supervisory enployees at the NF-3 level, and NS7, 8, or
9 level, who perform supervisory and rel ated duties 80 percent or nore of the
time, and who: (1) Assune responsibility for planning and acconplishing a
conti nui ng wor kl oad which nmeets the intent of the recognized organization unit
requirements; (2) regularly exercise discretion and independent judgenment in
pl anni ng, directing, and controlling the work; and (3) are responsible for
significant personnel nanagenment duti es.

318. Dual Conpensation. The provisions of Title 5, USC, 5531, 5532, and 5533
(Dual Conpensation Act of 1964, P.L. 88-448), pertaining to dual pay and dua
enpl oyment is applicable to NAF enpl oyees.

a. Dual Pay. Under the provisions of this law, a retired officer of any
regul ar conponent of the Uniforned Services (Marine Corps, Navy, Arny, Ar
Force, Coast Guard, Comm ssioned Corps of the U S. Public Health Service, and

Nati onal Oceani c and Atnospheric Administration) will receive the full salary
of the civilian office which is held, but during a period for which they
receive salary, their retirenent will be reduced to an annual rate equal to

the first $9,570.85 (1994 figures, changes annually), subject to periodic cost
of living increases, plus Y% of the remainder of their retirement pay, if any.

b. There are no deductions fromthe retired pay of retired reserve
officers or retired enlisted personnel. Also exenpt are regular officers
retired for disability resulting frominjury or disease received in the line
of duty as a direct result of armed conflict, or caused by an instrumentality
of war during a period of war. NAFI's enploying retired regular officers of
regul ar conponents of their Unifornmed Services will report to the finance
center of the service in which the officer holds retired status, the foll ow ng
types of personnel actions:

(1) Initial enploynent.
(2) Separations.

(3) Part-time or flexible enployment requires a nonthly report of the
dates on which they actually worked.
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(4) Al pay changes.

c. Reporting Requirenents. All reports nust include the name and address
of the activity, name, SSN of the individual, effective date of enploynent and
term nation, and type of enploynment. The retired regular officer nust also
submit a report on the foregoing occasions on DD Form 1357, Statenment of
Enpl oyment (Regul ar Retired Officer), in accordance with the requirenent of
SECNAVI NST 5370.2. Heads of NAFI's should send these reports to the
appropriate finance centers |isted bel ow

(1) For Navy, Marine Crops, Army, Air Force and NOAA retirees:

Def ense Fi nance and Accounting Service
Cl evel and Center

Attn: Code ROCAB

P. O Box 99191

Cl evel and, OH 44199-1126

(2) For Coast Guard retirees:

U. S. Coast Cuard
Mlitary Pay Center
Retired Pay Branch
6501 Lafayette Avenue
Ri verdal e, MD 20840

(3) For retirees of the Conmi ssioned Corps of the U S. Public Health
Servi ce:

Di vi si on of Conmm ssi oned Personne
O fice of Director

Room 4A15

5600 Fi shers Lane

Rockvill e, MD 20857

d. Dual Enploynent. The Dual Conpensation Act also states that civilian
personnel will not be entitled to receive basic conpensation from nore than
one civilian office, or position, with the Governnent of the U S.(including
NAFl s under the jurisdiction of the Armed Forces) for nore than a total of
40 hours of work in any 1 cal endar week. Figure 3-4 provides a sanple letter
which will be used to advise enployees of this requirement. Generally, there
is no restriction on the nunber of appointnents which a person may hold, only
upon the number of hours for which the person may be paid. An individual may
be given nore than one sinmultaneous part-tinme or intermttent appointnment, or
an enpl oyee on | eave w thout pay nay accept another Federal appointnent, so
long as pay is not received for nmore than 40 hours a week (unless the enpl oyee
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is regularly paid for nore than 40 hours a week under an authorized
alternative work schedule), or fromtwo sources for the same hours.

(1) This also applies to foreign nationals enployed and paid by NAFIs
in foreign countries. Prohibition is on receipt of basic conpensation from
nore than one civilian office and does not affect the receipt of otherw se
properly earned overtinme conpensation for work in one position in excess of
t he hours required.

(2) These provisions do not apply to conpensation fromnore than one
of fice for services rendered under energency conditions relating to health,
safety, protection of life or property, or national energency. Exanples of
such conditions are fire, earthquake, flood or other disasters, civi
di sorder, or threat to the national security. An exception to the
restrictions on dual enploynment require prior approval by BUPERS (Pers-65).
In order to request an exception, information is required on the foll ow ng
poi nt s:

(a) To what extent is the base or activity isol ated?

(b) At an overseas location, is the exception requested for both
U.S. and non-U.S. citizen enpl oyees?

(c) Why normal staffing nmethods cannot be utilized.
(d) Extent to which off-duty, military personnel m ght be used.
(e) Extent to which dependents night be used.

(f) Any other information that would docunent the need for an
exception.

(3) Section 1001 of Title 39, USC, permits an individual of the Posta
Service to be paid concurrently as an enpl oyee of the Postal Service (other
than as a nmenber of the Board of Governors or of the Postal Rate Comm ssion),
and as an enpl oyee of any other Federal agency w thout regard to
Title 5, USC, 5533.

319. Severance Pay

a. Procedures

(1) Enpl oyees who have conpleted at | east 12 continuous nonths of
service as a regular enployee with one or nmore DOD NAFI, and who then are
given a letter of separation involuntarily from enpl oynent because of a BBA
base deactivation, or reorganization will receive severance pay.
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(2) Enpl oyees who elect to terminate their enploynent, or retire in
lieu of accepting a denotion or reduction in pay due to a BBA, will receive
severance pay.

(3) The amount of severance pay will be 1 week's basic pay for each
year of continuous regular service with one or nore DOD NAFls up to 4 years of
service, for a maxi num of 4 weeks of pay. This pay will be based upon the

nunber of hours regularly schedul ed to be worked during a week and at the rate
recei ved i mredi ately before separation

(4) Time served as a regular enployee with a NAFI, as well as tine
served on active duty with the U S. Arned Forces that interrupted the civilian
NAFI service, will be creditable for conputing entitlement to severance pay.

(5) Periods of enploynent before separation that resulted in severance
pay will not be considered in severance pay entitlenment cal cul ations for
subsequent separations.

(6) Paynent of severance pay, including the period of enploynent for
which paid, will be docunented on final personnel action forms and nmade a
per manent part of the enpl oyee's OPF

(7) I'f the function's enpl oyees are perform ng are contracted out,
t hese enpl oyees(s) are entitled to severance pay, unless offered enpl oyment as
specified in b.(4) bel ow.

(8) Flexible enployees with 3 or nore years of continuous enpl oynment
in any NAFI, whose category is changed fromflexible to regular wthout a
break in creditable service, will be eligible for severance pay, to include
time enployed as a flexible enployee.

(9) Severance pay will be paid to enpl oyees no later than 4 weeks
after separation.

b. Restrictions. Involuntarily separated enployees will not receive
severance pay if they:

(1) Are imediately enployed in another regular NAF or GS position
(2) Have refused an offer of enploynment w thout |oss of pay,
enpl oyment category, and seniority, in any NAFlI or GS position in the sane
conmuti ng area

(3) Have inmedi ately accepted enploynent in a continuing NAF or GS
posi tion.
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(4) Inmediately accepts enploynent, wi thout |oss of pay of 20 percent
or nore, with a contractor whose contract replaces the function, or services
bei ng performed by the enpl oyee.

c. Severance pay will not be paid to an enpl oyee eligible for an
unreduced annuity.

320. Prohibition on use of Services Contracts. Services contracts may not be
used to effect an appointment to a job that requires enploying an individua

on a continuing basis. Such positions will be graded and pai d under the
appropriate NAF pay schedul e. |ndependent contractors do not qualify for NAF
benefits coverage. NAFIs nust include a benefits waiver clause in al
contracts for outside help. Additionally, benefits coverage is not provided
for private organizations, concessionaires, or any individual/organization not
officially designated for being under the program managenment of a NAFI or
BUPERS (Pers-65). For additional information concerning coverage under a
Services Contract, refer to BUPERSI NST 5890. 1.

321. Paynents for Services Contracts

a. Paynents under services contracts nust be paid on a fee basis only. A

contract to which a salary or wage is attached is illegal. Fee paynents which
aggregate $600 or nore to anyone, other than a bona fide conpany or
corporation during a cal endar year, will be reported in the aggregate anount

pai d, and include the name, address, and SSN of the recipient of such
paynents.

b. If an individual, or group, enters into a services contract with a
NAFI, it is the responsibility of the NAFI to report, on Distribution from
Pension, Annuities, Retirenent or Profit Sharing Plans, |RAs, Insurance
Contracts, etc., (IRS Form 1099), the total of such contractual paynents, if
the conbined total of the contract conpensation was $600 or nore in the
cal endar year. NAF enployees may not enter into any services contracts with
the NAFI in which they are enpl oyed. However, they may enter into such
contracts with other NAFIs provided there is no conflict with work in their
enpl oyi ng NAFI

322. Additional Conpensation. No enployee will be conpensated wholly or in
part by suppl emental renuneration conposed of fees and/or conm ssions. Fees
for | essons given becone the property of the NAFI. As an exception, up to

90 percent of fees may be paid to the golf professional as a comm ssion
provided the | essons are not conducted during the period of time for which he
or she receives regul ar pay.

323. Awards

a. DON Honorary Awards. NAF enpl oyees are eligible for DON honorary
awards such as the Distinguished Civilian Service Award; Superior Civilian
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Service Award, and Meritorious Civilian Service Award. Criteria and
procedures for DON honorary awards are specified in CPl 451

b. NAF Incentive Awards Program This program applies to all NAF
personnel, including off-duty, mlitary NAF enpl oyees. APF civilian enpl oyees
are not eligible for this program

(1) Purpose. The purpose of the Incentive Awards Programis to
encour age i nproved performance of NAF enpl oyees which, in turn, inproves the
ef ficiency and econony of NAF operations. It is also designed to recognize
and reward enpl oyees individually, or in groups, who perform special acts or
services in the public interest in connection with their enploynent.

(2) Adninistrative Responsibility. Cognizant conmanding officers are
responsi bl e for authorizing an Incentive Awards Program for NAF personnel of
their respective MAR activities. Admnistration is normally handl ed by the
head of the NAFI activity.

(3) Award Approval. Cognizant commandi ng of fi cers have the basic
authority to approve incentive awards within the guidelines of this
instruction. This authority may be del egated to the head of the NAFI (MAR
director/BQ nmanager, etc.) if a local procedure on awards has been
established. To prevent any potential conflict of interest, awards for MAR or
BQ managers must be approved by the cogni zant | ocal commandi ng officer

(4) lncentive Award Types. An incentive award may be a cash award, or
an honorary award, or both. This termcovers any type of award granted under
the NAF Incentives Award Program These awards nay be granted for
suggesti ons, or special achievenents, and may be based on intangible or
tangi bl e benefits resulting from enpl oyee acti ons.

(a) Honorary Award. An incentive award in the formof a plaque,
certificate, letter, enblem or pin. An honorary award may be nmade in
recogni ti on of continued distinguished service, a singular achievenent, or and
act of personal heroism It may be granted independently of, or in addition
to a cash award, but is not intended as a substitute for a nonetary award.

(b) Suggestion Award. An award for an idea, submtted by an
enpl oyee and adopted by managenent, that has the potential of inproving
operations in some way. NAF activities should establish |ocal suggestion
award prograns to assess enpl oyee suggestions and recogni ze them w th honorary
or cash awards, as deened appropriate. Suggestions with potential Navy-w de
MAR system i mpact should be forwarded to BUPERS (Pers-65), via the chain of
conmand, for consideration and appropriate action
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(c) Cash Award. Any award granted for performance exceeding job
requi renments, either as a one-time occurrence, or over a sustained period. It
al so covers awards for special acts or services connected with, or related to,
enpl oyment .

(d) Pay Adjustment for Quality Performance. Enployees with
docunented high quality performance | evels may be granted an increase in
sal ary per pay setting rules in chapter 3.

(5) Cash Awards Criteria

(a) Enpl oyees may receive no nmore than a total of $7,500 in cash
awards in any cal endar year.

(b) When a contribution has been made by two or nore enpl oyees,
all empl oyees contributing, including supervisors, may share in cash incentive
awards. An award may be granted in equal shares, or to each enpl oyee in
proportion to contributions. However, the total amount of any single group
award may not exceed $7, 500.

(c) Cash awards are in addition to an enpl oyee's regul ar pay and
are subject to Federal, state/local income, and FICA tax.

(d) Acceptance of the award constitutes an agreement that the use
by the Governnent of the U S., and its instrumentalities, of any idea,
met hods, or device for which the award is made will not formthe basis of a
claimof any nature upon the Government of the U.S., or its instrunentalities
by the enpl oyee, enployee's heirs, or assignees.

(6) Financial Responsibility. Expenses for local awards will be paid
fromlocal NAFs. Expenses for awards nmade by BUPERS (Pers-65) will be charged
t he appropriate BUPERS central NAF account.

c. Lenagth of Service Awards for NAF Pernmanent Civilian Enpl oyees

(1) Eligibility. Al regular and flexible U S. civilian NAF enpl oyees
currently enployed for 10 or nore years by a NAF activity under the cogni zance
of CHNAVPERS. Mlitary duty is not creditable toward eligibility for these
awar ds.

(2) Years of Enploynent and Types of Award. Enployees will be awarded
recognition in 5 year increments starting in their 10th year. A certificate,
patch, and pin, will be provided to each enpl oyee.

(3) Award Processing. Award certificates, pins, and patches are
avai | abl e from BUPERS (Pers-653) and will be forwarded to the appropriate NAF
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activity upon request. Requests specifying | ength of service should be
forwarded to the NAF Personnel and |nsurance Branch, BUPERS (Pers-653).

d. Award Cerenpny. Activities are encouraged to present awards to
enpl oyees at an appropriate cerenmony. |If possible, it is suggested that an
annual awards |uncheon or dinner be held to recognize at one event the
contributions of all enployees. Activities are authorized up to $10.00 per
person, annually, for these events.

e. Tinme Of Award for NAF Enpl oyees

(1) Lntroduction. |In accordance with the provisions of Title 5, USC
4502(e), and sub-part C, part 451 of Title 5, Code of Federal Regul ations,
heads of NAFIs may grant time off fromduty as an incentive award. This plan
is separate and apart fromthe authority to grant tine off in lieu of cash
paynment as conpensation for increased productivity under productivity gain
sharing prograns.

(2) Time Of Awards Deternination and Approval. Time off from duty,
called a "tine off award," may be granted, wi thout |oss of pay or charge to
| eave, in recognition of superior acconplishnent, or other personal effort,
that contributes to the quality, efficiency, or econony of Governnent
operations. Except as specified below, the authority to approve tine off
awards is del egated to programdirectors who have been del egated authority to
appoi nt new NAF enpl oyees by their commandi ng officer, either by letter or in
their position description.

(a) A decision to grant a tine off award for a period in excess of
1 workday nust be reviewed and approved by an official at an organi zati ona
| evel higher than the individual making the initial decision. Thus, program
directors may designate subordinates to make initial award determ nations,
subject to their final review and approval. Al such designations nust be
i ncluded in |local operating guidance.

(b) Supervisors may grant tine off awards not to exceed 1 workday
wi t hout further review and approval. Such supervisors have this authority if
it is soindicated in the position description, or delegated in witing by the
program director or activity conmandi ng of ficer.

(3) Eligibility Criteria. Atime off award may be granted to an
enpl oyee in recognition of superior acconplishnent, or other personal effort,
whi ch has contributed to the quality, efficiency, or econony of Governnent
operations. Exanples of achievenments which may be considered for a tine off
award are:
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(a) Making a high quality contribution involving a difficult or
i mportant project or assignment.

(b) Displaying special initiative and skill in conpleting an
assignment or project before the deadline.

(c) Using initiative and creativity in making inprovenents in a
product, activity, program or service.

(d) Ensuring the mission of the unit is acconplished during a
difficult period by successfully conpleting additional work, or a project
assi gnment, while maintaining the enployee's own workl oad.

(e) Acconplishing a specific, one-tine, or special assignnent,
that required extra effort, or resulted in the organization receiving
recogni tion for responsiveness to unprogramred requirenents.

(f) Successfully participating in a Quality Circle or Process
| nprovenent Team

(g) Submitting a suggestion that has been adopted, but because the
suggestion is considered to be within the enpl oyee's normal job
responsibilities, the enployee is not eligible for a cash award.

(4) Linmtation on Time OFf Awards

(a) The total anmpunt of tine off which nay be granted to a regul ar
full-time enployee during any 1 | eave year is 80 hours. For part-tine
enpl oyees, or those with an uncomon tour of duty, the total time which my be
granted during any | eave year is the average nunmber of hours of work in the
enpl oyee' s bi weekly schedul ed tour of duty.

(b) The maxi mum anmount of time off which may be granted for any
single contribution is 40 hours. For part-tine enployees, or those with an
uncomon tour of duty, the maxi mum award for any single contribution is %the
maxi mum anmount of tinme that could be granted during the year

(c) Time off awards, granted as an award, nust be schedul ed and
used within 1 year after the award i s made.

(d) Atime off award does not convert directly to cash under any
ci rcumnst ances.

(e) If the enployee is transferring to another DOD activity, or
outside of DOD, the time off cannot be transferred and, in order to avoid the
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loss of the time off, the enpl oyee should be allowed to use the incentive
prior to the transfer

(5) Docunentation

(a) Any tine off award will be supported by appropriate witten
justification which will include a description of the reason for granting the
awar d.

(b) The amount of time off will be docunented on a PAR which will

be retained in the enployee's OPF. A separate PAR may be used for each
separate award, or a single PAR may be used for all time off granted as an
award during the | eave year.

(c) When time off leave is taken, it should be recorded as
admi ni strative | eave, unless a separate tinme recording account has been set up
| ocal ly.

(6) NAFIs can devel op additional awards progranms for enployees within
their activity. |f such additional programs are devel oped, a copy of the
award criteria should be forwarded to BUPERS (Pers-653) for information.

324. Enploynent of Relatives

a. GCeneral. The DON has adninistratively adopted, for its NAF enpl oyees,
Title 5, USC, 3110, which addresses enployment of relatives. Section 3110
prohibits a public official fromappointing, or advocating the appointnent,
enpl oyment, pronotion or advancerment, of his or her relatives. It does not,
per se, prohibit relatives frombeing enployed in the NAFI concerned.

Par agraph 323(b) specifically defines the term"relative.” NAFI activities
may prohibit the enploynent of relatives if it can justify this prohibition on
conflict on interest grounds pursuant to Executive Order 11222 and

Title 5 CFR, Part 735 (governi ng enpl oyees conduct), or other reasons which

m ght be disruptive to work and interferes with the orderly operation of the

NAFI . For exanple, a policy may provide for the enploynent of relatives
provi ded an enpl oyee is neither under the direct supervision of a relative,
nor assigned to the sanme departnent as a relative. It must be enphasized that

while the NAFI has sone latitude in this area, the policies adopted nust be
consistent with the EEO | aws prohibiting discrimnation on the basis of sex
and marital status, as well as merit systemprinciples. Activities should
assure that their public officials |leave a wide margin of safety insofar as
advocating, recommendi ng, or referring is concerned. |In addition to avoiding
t he appearance of nepotism public officials should also avoid any action
which might result in, or create the appearance of, preferential treatnent to
any person.
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b. For purposes of interpretation "relative" includes: father, nother,
son, daughter, brother, sister, uncle, aunt, first cousins, nephew, niece,
husband, wife, father-in-law, nother-in-law, son-in-Ilaw, daughter-in-Iaw,
brother-in-law, sister-in-law, stepfather, stepnother, stepson, stepdaughter
stepbrother, stepsister, half brothers, or half sisters.

c. For questionable situations, guidance should be requested from BUPERS
(Pers-653), or the local legal office.

d. To avoid the perception of favoritism heads of NAFlIs shall be
sensitive to ensuring that relatives of NAF enpl oyees, who are offered NAF
enmpl oyment, neet all qualifications requirenents listed in the vacancy
announcenment and the PD, and that conpetitive procedures be foll owed during
the sel ection process.

325. Erroneous Overpaynent. \When an enpl oyee is erroneously overpaid due to
admi ni strative error, other than position misclassification, restitution wll
be made to the NAFI. The enpl oyee nmust reinmburse the NAFI retroactively.
Repaynent may be made by short term payroll deductions, a one tinme payrol
deduction, or a direct cash reinbursenment. In cases where the error was not
intentionally initiated by the enpl oyee, and was outside his or her influence,
cogni zant installation commanders may wai ve repaynent up to $500. 00 per
incident for travel related over-conpensations, and up to $1, 000. 00 per

i ncident for other types. Wiivers for repaynents in excess of these linits
may be requested from BUPERS (Pers-65) with proper justification

326. Mxed Job Pay. No NAF enployee will be paid a separate rate of pay for
work perforned in two or nore different occupations on a regular and recurring
basis in the sane NAFI. Such enploynent will be classified and conpensated
under the m xed job principles of the GS regul ations. An exception to this
rule is granted for MAR single fund activities. In the MAR single fund NAFI
separate rates of pay may be paid for regular and recurring different duties
so long as there is a clear distinction of duties. |In remarks on the PAR it
shoul d be noted that two separate rates of pay are being used and total hours
wor ked. For activities on Managistics Payroll System this will require two
separate enpl oyee payroll identification nunbers. Note: |[If conbined hours
exceed 8 hours a day, or 40 hours in a week, overtine rules apply. A nxed
job description is not required for an on-call intermttent enpl oyee who nay
be call ed upon to occasionally replace regularly schedul ed enpl oyees in any
position for which the intermttent on-call is qualified. These details
shoul d be tenporary in nature not to exceed 120 days.
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327. Enployee Meals

a. The value of any neals provided to food service enpl oyees on the
enpl oyer’s prem ses, free or subsidized at |ess than the regular menu price,

that is required to be taken during, imedi ately before, or inmediately after
t he enpl oyee’s working hours, is not to be included in the enployee' s wages,
and is not subject to Federal income tax or FICA by either the enployee or the

enmpl oyer.

b. Any neal, including sandwi ches, that the enployer furnishes for a
charge, and the enployee nmay be, but is not required to purchase, is not
considered to be for “the convenience of the enployer” and is, therefore,
subject to taxation as follows: the difference between the cost incurred in
furnishing the nmeal (value), |less the amount charged (enpl oyees’ price) for
the neal, is wages for the purposes of Federal Wthhol di ng and FI CA

328. Garnishnment of Wages. NAFIs are instrumentalities of the Federa
government and are deened essential for the performance of Governnent al
functions, and are governed by whatever policies the DON is subject to under
the Constitution or the Federal Statutes. Therefore, the pay of NAF enpl oyees
(including off-duty, nmilitary personnel) can now be attached by | ega
proceedings if the individual fails to maintain child support, or alinony
payments. Child support and alinmony also include attorneys’ fees, interest,
and court costs, but only if these itens are expressly made recoverabl e as
child care or alinobny under a degree, order, or judgnment, issued in accordance
with applicable state or local laws, by a court of conpetent jurisdiction.

The | aw applies equally to nen and wonen, depending on which one is receiving
the child support or alinobny. For additional information, refer to SECNAV
Instruction 7200.16. |In addition, NAF enployees may be garnished for any of
the reasons that private industry enpl oyees can be garni shed.

329. Withholding Pay. In accordance with Title 5, sections 5511 and
5512, NAFlIs are authorized to wi thhold enpl oyees’ pay in the foll ow ng
ci rcumst ances:

a. Enployees Renpbved for Cause

(1) Except as provided for in (2) below, the earned pay of an enpl oyee
renoved for cause nmay not be w thheld or confiscated.

(2) If an enpl oyee indebted to the NAFI is renmoved for cause, the pay

accruing to the enployee will be applied, in whole or in part, to the
sati sfaction of any claimor indebtedness due the NAFI
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b. Individuals in Arrears. The pay of an individual in arrears to the
NAFI will be withheld until he or she has accounted for, and paid into the

NAFI, all sunms for which he or she is |iable.
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PAY BANDI NG CLASSI FI CATI ON AND PAY SYSTEM FOR WHI TE COLLAR NAF EMPLOYEES

WORK LEVEL,
PAY CATEGORY, GRADES COVPARABLE
REPLACED GS GRADES BASI C WORK CHARACTERI STI CS OF BAND EXAMPLES OF JOBS COVERED
Junior Cerical/ AS/ PS GS 1-3 Routine clerical and customer service duties such as filing, receptionist, typing, denonstrating and selling Conputer; Acct; Pers; Ops; Supply; Mil,
Custoner Srvs 1-4 nmer chandi se, receiving noney, naking change. File and Desk Cks; 1.D. Checker; Life
NF- 1 CGuard; Rec Aid; Cashier; Duty Off; Courier;
d k-Typ; Jr. Sales COk.
AS/ PS GS 4 Mre conplex clerical, custoner service, adnin and technical support duties such as typing, shorthand, creating Rec Asst; Water Safety Inst; Secy; Cashier;
Senior Cerical/ 5-6 and maintaining files, applying regul ations, conducting studies, denonstrating and selling merchandise, planning Conputer or Pers Ck/Asst; Illustrator; Cub
Custoner Srvs and conducting patron activities, supervising activities. Ops Asst; Payroll O k/Tech; Sr. Sales dk;
NF- 2 Acct Tech.
Speci al i st/ AS/PS 7 GS 5-8 Band incl udes management entry jobs and certain admin and technical full performance jobs. Al so includes jobs Retail Myr (main or branch store); Stockroom
Managenent and that assist full performance specialist in the followi ng programareas: sports, acct., payroll, budget, theater Myr; Shift Myr (retail); Adnmin Asst; Secy;
NF- 3 UA 5-8 prograns, catering, purchasing, conputer centers, personnel, and retail. Rec Spec; Supv Rec Spec; Conputer Spec; Acct
Tech; Accts Payable Ldr; Gen Ledger Ldr;
Supv Acct Tech; Illustrator; Bowing Ctr
Myr; Caterer, Club Myr; Procurenent
Asst / Agent .
Seni or UA 9-12 Gs 9-12 A subject matter expert in a highly specialized area, responsible for devel oping local regulatory conpliance Sr. Auditor; Mech Engr; Myr of Food Acts
Speci al i st/ procedures, and addressing related problems. Representing area of expertise to a NAFI and public. Planning, (Burger King(); Gen Myr (Exchange); Retail
Managenent organi zing and directing programactivities, ensuring program budget conpliance, perforning the full range of Main & Br Stores; Family Spt; Pers, Rec &
NF- 4 supervisory duties, evaluating program effectiveness, representing programto custoner, coordinating support Spt Srvs; Sports Spec; Rec Spec; Supv Rec
services. In an audit/review capacity, conducting surveys and studies of activities and functions. Exam ning Spec; Enpl Rel Spec; Conputer Spec/Prog
mission, funding, organization, reports, functional statements, etc., to correlate, analyze, determne and Anal yst; Spt Srvs Supv; Food & Bev Dir; Mtg
recomend managenent action to resolve problens or inprove efficiency of operations. and Advertising Spec; O ub Coord; MAR Dir.
Top Management UA 13-15 GS 13-15 Typical |y ngt/supv-positions. Staff specialist positions at a regional or national |evel may be included. General Myr (Exchange); Attorney; Labor Rel;
NF- 5 Includes managing a large NAFI at a large installation or directing a major programarea at regional |evel. Retail Myr (main Store); retail Myr
Pl anni ng, organi zi ng and conducting a conprehensive programintegrating a variety of resources at the national (region); Famly Spt Off; Pers Mynt Spec;
level . Serving as a consultant, providing guidance, assistance and advice to field activities. Coordinating Pers Of; Policy & Prog Myr; Community Rec;
with other national staff and other nilitary departnments. Planning, coordinating, directing and controlling all Prog Rev & Dev; Prog Analyst; Comunity &
phases of a major area/division within a NAFI. Devel oping or revising long range plans and policies which Fam |y Acts, Prog Myr; Sr. Prog Analyst;
inpact the NAFlI and services comunity. Directing the ngnt of subordinate activities to include exanining and Conptroller; Finance Myr; Club Myr;
nmeki ng recommendati ons concer ni ng expansi on, relocation, or discontinuation. Comunity Ops Off, Exec Dir; Supv Benefits
Prog Myr; Cub Coord; MAR Dir.
Seni or Executive UA 16-18 SES Executive positions, with extensive nission acconplishment responsibilities in directing an entire NAF conponent Dir, Hospitality Mnt (Conponent Level);
NF- ES 1-6 or a major sub-division thereof. Chief Qperating OFf (entire exchange

systen .

Figure 3-1
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QUALI FI CATI ONS FOR GSE PCSI TI ONS

1. Unlike the Cvil Service Handbook X118 requirenents, there is no genera
experience requirement in this qualification standard. Instead, all required
experience is of the specialized nature, i.e., actual experience in child care
or adirectly related field, e.g., kindergarten aides, teachers, etc.

2. In the following two charts, experience required for Child Devel opnent
Program Assi stants GSE-1702-02, 03 and 04 and for Child Devel opment Program
Leader and Specialist GSE-1702-05 is shown in terns of nonths or years with
2087 work hours equal to 1 full year of experience.

CHART | - PAY BAND
Level Requi red Experience | Required Training and/or
Certification
Entry lLevel NONE Hi gh School Dipl oma
GSE- 1702- 02

Chi | d Devel opnent
Pr ogram Assi st ant

Internediate Level 6 Mont hs *CPR

GSE- 1702- 03 *First Aid and Heinmich
Chi | d Devel opment Maneuver

Pr ogr am Assi st ant *Chil d Abuse Prevention

and basic child

devel opnent readi ng of

| ocal standard operating
pr ocedur es

* Must be conpleted within 60 days of assignment to position
Note: Applicants nust be at | east 18 years of age at tinme of appointnent,

earned a hi gh school diplom or equivalent, be able to life up to 40 pounds,
and successfully pass the required security and health checks.

Figure 3-2
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Chi | d Devel opnent
Pr ogram Assi st ant

or private sector
equi val ent)

CHART 11 - PAY BAND I
Level Requi red Experience Requi red Trai ni ng and/ or
Certification
Ful | Performance 1 year (6 nonths of this | Must complete all GSE-03
Level experi ence must have trai ni ng and
GSE- 1702- 04 been at the GSE-03 | evel certification require-

ments, plus DON Care
gi vers training.

GSE- 1702- 05
Chi | d Devel opment
Pr ogram Leader

2 years, and

a. Completion of all
training certification
requi rements for GSE-03
(intermedi ate) and GSE- 04
(full performance |evel);
and

b. An AA degree in child
devel opnent or a rel ated
field; or

c. An earned child

devel opnent associ ate
credenti al .

GSE- 1702- 05
Chi | d Devel opnent
Pr ogram Techni ca

3 years and

2 years plus

0 years

a. Conpletion of
headquart ers conponent
training requirenments; or

b. An AA degree in child
devel opnent or rel ated
field; or a CDA
credential ; or

c. Bachelor's Degree in
Chil d Devel opment or
related field.

Substitution of education for

experience for

chil d devel opnent

program

assi st ant

position 04:

Educati on may be substituted for experience only after
6 nonths experience has been earned.

Fi gure 3-2a
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(Dat e)
From Activity Nane
To: Enpl oyee
Subj : RETENTI ON BONUS
1. | acknow edge that the receipt of $ on (Dat e) was af f orded

to me as an enploynment retention bonus.

2. | also understand and agree that | will remain enployed with (activity
nane) for at least 12 nonths effective with the date of this letter.

3. If I resign fromthis activity, or if | amrenoved for cause before the
expiration of the required 12 nonths of enploynent, | wll, upon demand, repay
to (activity name) a sumequal to the retention bonus. | authorize (activity
nane) to withhold any final pay due to ne to apply against or |iquidate any

i ndebt edness.

Si gnature
Dat e

Figure 3-3
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(Dat e)
From NAFI (Nane)
To: (Enpl oyee' s Nane)

Subj: DUAL EMPLOYMENT AND DUAL COMPENSATI ON ACT

1. The Dual Conpensation Act (5 USC 5533A, as anmended) states that "Civilian
enpl oyees will not be entitled to receive basic conpensation fromnore than
one civilian office or position (including tenmporary, part-time, or flexible
positions) of the Government of the U.S. (including Nonappropriated Fund
Instrunentalities under the jurisdiction of the U S. Arned Forces) for nore
than an aggregate of 40 hours of work in any 1 cal endar week."

(Si gnature)

FI RST ENDORSEMENT

From (Enmpl oyee's Nane)
To: NAFI  ( Narme)

Subj: DUAL EMPLOYMENT AND DUAL COMPENSATI ON ACT

1. | certify that | am am not enpl oyed by the Federal Governnent (ci vi
service or nonappropriated fund) in any position other than the one for which
| have been sel ected.

2. | understand that if | am enployed in another position, | cannot work for
nore than an aggregate of 40 hours in a basic work week, and if | do, any
over paynent is subject to repaynment and any | eave accrual is subject to
forfeiture.

3. | further agree that | will inmediately report any future position that |

may accept with the Federal Governnment while | amcurrently enployed at this
activity.

Figure 3-4
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CHAPTER 4
CLASSI FI CATI ON
401. dassification
a. GCeneral. Heads of local NAFls are responsible for ensuring the

accuracy and currency of PDs, and for ensuring the proper classification of
positions within their jurisdiction in accordance with the appropriate
cl assification guides or job-grading standards.

b. Job-G ading System

(1) OPM has devel oped and issued a job grading systemfor NAF
positions subject to the provisions of Public Law 92-392 (NA, NL, and NS
positions). Details of this systemare contained in Sub-chapter S6 of OPM s
Operating Manual for NAF Wage System  Suppl emental guidelines are al so found
in DOD 1401. 1M 1.

(2) Pay Band Positions

(a) Figure 3-1 in Chapter 3 depicts the structure of the pay band

system It shows, for each band, the generic work | evel, pay category, grades
repl aced, conparable GS grades, characteristics of work covered, and exanples
of jobs covered. Information in Figure 3-1, along with a nore detail ed

description of work characteristics of each band, and a hierarchy of position
gui des or standard jobs for each band, is used to place a set of duties in the
proper band. Any avail abl e guidance on classification published by the OPM
DOD NAF Personnel Policy Ofice, or BUPERS (Pers-653) may be used, as

appropri ate.

(b) BUPERS (Pers-653) has devel oped Standardi zed Position
Descriptions (SPD). Heads of NAFlIs may nodify the SPDs as |long as the
nodi fications do not cause the nodified position to fall into a different pay
band.

c. Cassification of Supervisory and Managerial Positions. Wile the
size of the organizational unit and nunber of subordi nates supervi sed may
af fect the grade of a supervisor or manager, these factors al one may not be
used in deternining the grade of such supervisor or nmanager. In grading these
positions, other factors will be considered, such as kind, difficulty, and
conplexity of work supervised; degree and scope of responsibility del egated to
t he supervisor and kind, degree, and scope of the supervision exercised. A
reduction in the nunmber of subordinates, or size of the organizational unit
supervi sed, may not be used under any circunstances as the sole basis for
reduci ng the grade of a supervisory or nanagerial positions.
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d. BUPERS (Pers-65) is the classification authority for
NF-5 and above positions.

402. Qualification Requirenments. NAFIs may use the qualification
requirements in the X-118 Civil Service Handbook for NF positions. For crafts
and trade positions (NA, NL and NS), they may use requirenents in the X-118C

(Civil Service Handbook). |f NAFI managers choose not to use these
gui del i nes, they nust devel op their own consistent witten qualification
requirements for positions which will be placed in the pronotion/case file.

403. Cassification Appeals and Gievances

a. GCeneral. Al FWS enployees have the right to file a position
classification conplaint and appeal concerning their own positions.

b. Crafts and Trades (C&T) Enpl oyees

(1) dassification Appeals. A C&T enpl oyee may appeal his or her
grade, title, or series at any tine, but not the classification or job grading
standards established for the job, nor other matters such as the accuracy of
the position description, the rate of pay, or the propriety of a wage schedul e
rate. Cassification appeals are restricted to FW5 enpl oyees.

(2) PD Accuracy. Dissatisfaction with a PD should be resolved locally
t hrough revi ew and gri evance procedures.

(3) Cdassification Review and Appeal Procedures

(a) Only one review level within the Navy may occur before the
final decision is issued. The level will be above the position classification
authority level that took the action for the review requested. BUPERS
(Pers-653) is the review |l evel for BUPERS NAF FWS enpl oyee cl assification
appeal s.

(b) Decisions on classification appeals will normally be nade by
BUPERS (Pers-653) within 60 days of the date the enployee filed the
application for review. BUPERS (Pers-653) will base its decisions on the
record. The decisions will include an analysis of the enpl oyee's job,
conpared with gui dance on classification published by OPM DOD NAF Personne
Policy Ofice, or BUPERS (Pers-653) for FW5 positions. |f the decision
sustains the enpl oyee's application and corrective action is necessary, the

ef fective date of change in the grade of the job will not be later than the
first day of the first pay period, beginning after the 60th day fromthe date
the application was filed. |If the request is not sustained, the enployee will

be advi sed of his or her appeal right to OPM (See OPM s Operating Manual for
NAF WAge System Sub-chapter S7-7, for additional information).
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(c) When a classification action results in a change to a | ower
grade, or loss in pay, the head of the NAFI will notify the affected enpl oyee
promptly, in witing, of its decision and the effective date. The nornal
ef fective date of a change in pay, because of a grading or regrading of a
position, is the date the action is approved in the agency, or a later date
specifically stated. However, the effective date may not be later than the
begi nning of the first pay period that begins after the 60th day fromthe date
of the classification action that results in a change to a | ower grade, or

loss in pay. The notice will advise the enployee about his or her right to
revi ew by BUPERS (Pers-653), and the right to forward it to the DOD NAF
Personnel Policy Ofice. Additionally, the notice will specify that to be

entitled to retroactive corrective action, the enployee nust request review
within 15 cal endar days of the effective date of the change to a | ower grade
or loss of pay.

(d) An enployee filing an application for review under the appeals
system has the right to be represented and advi sed by a representative of his
or her own choosing, and to take a reasonable amount of official tine to
present the application. An enployee who submits an application for review,
and the enployee's representative, will be free fromrestraint, interference,
coercion, discrimnation, or reprisal, because of his or her participation in
the revi ew system

(e) The filing of a job grading appeal does not negate any ot her
appeal , or grievance rights, which my be avail abl e under applicable | aws,
rul es, regul ati ons or negoti ated agreenents.

(4) Content of Application for Review An enployee's application wll
be in witing and will clearly state the reasons the enpl oyee believes his or
her job is erroneously classified. The application will include:

(a) Full name and nmiling address.
(b) Location and organi zational designation of enployment.
(c) Present title, series, and grade.
(d) Requested title, series, and grade.
(e) A statement of facts that the enpl oyee believes may affect the
classification of the position.
(5) Enpl oyee Responsibilities. The enployee will furnish any

additional facts pronptly that may be requested by BUPERS (Pers-653) or the
DOD NAF Personnel Policy Ofice.
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(6) Tinme Limt for Filing Application. An enployee may file an
application for review at any time. However, when the application involves a
reduction in grade, or loss of pay, it nust be filed within 15 cal endar days
of the effective date to establish and maintain entitlenent to retroactive
corrective action. This time limt may be extended if the enpl oyee can show
that he or she was not notified of the time limt, was not aware of it, or was
prevented by circunstances beyond his or her control fromfiling an
application within the prescribed tine limt.

(7) Cancellation of Application. An enployee's application for review
or appeal will be cancel ed i nmedi ately when:

(a) The enpl oyee requests, in witing, the termnation of his or
her application.

(b) The enployee is no longer in the job that was the subject of
t he application, except when the enployee is entitled to retroactive benefits,
i ncluding benefits allowable after the death of the enpl oyee.

(c) An enployee fails to prosecute or furnish required information
promptly.

c. Position Cassification Appeals Review File. The heads of NAFIs are
responsi ble for maintaining a position classification review file that wll
constitute the review record. This record nmay not contain any information

that is not made available to the enployee. The review file will include:

(1) An individual PD that certifies that the duties are accurate. |If
this cannot be acconplished, docunmentation of disputed duties and
responsibilities will be attached to the official PD

(2) Pertinent organizational charts reflecting the |ocation of the
posi tion.

(3) An analysis and evaluation of the duties and responsibilities of
t he enpl oyee, as conpared with appropriate standards, and a copy of the review
deci si on.

(4) Component reconmendations, or any supplenentary information,
bearing on the enployee's duties and responsibilities.
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d. Pay Band Enpl oyees

(1) Enpl oyees dissatisfied with the assigned pay band of their
position may file a grievance either with BUPERS (Pers-65), or through the
| ocal grievance procedure, dependent upon which entity established the pay
band.

(2) Enpl oyees dissatisfied with their job title, occupational series,
or accuracy of PD, may use the | ocal grievance procedures.

(3) Application for Appeal. Pay band enpl oyees, or their designated
representative, may file an appeal with the DOD NAF Personnel Policy Ofice
after conpleting the review process at BUPERS (Pers-65). The decision of the
DOD NAF Personnel Policy Office is binding on all adm nistrative certifying,
payrol |, disbursing, or accounting officers within DOD NAF activities for al
UA, AS and PS enpl oyees.

e. Correction of a Classification Error. Saved pay is authorized when an
enpl oyee is changed to a | ower pay band as a result of a classification error
provi ded the enpl oyee has served for 1 continuous year imediately before the
change, in one or nore positions at a pay band hi gher than the one to which
denot ed.

f. Howto Contact the DOD NAF Personnel Policy Office. In witing:

DOD NAF Personnel Policy Ofice
801 N. Randol ph Street

Room 1205

Arlington, Virginia 22203-1989
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CHAPTER 5

WORK ATTENDANCE AND LEAVE

501. Overall Policy. To establish uniformand equitable work schedul es,
hours, and attendance requirenments, essential to the health and wel fare of NAF
enpl oyees and to conformto applicable executive orders, and DOD and DON

i ssuances.

502. Definitions

a. Absence Wthout Leave (AWOL). Absence fromduty that has not been
aut hori zed or approved by the appropriate authority in accordance with the
provi sions of this manual.

b. Accrued Annual lLeave. Leave earned which is credited to an enpl oyee's
account during the current |eave year

c. Accumul ated Annual lLeave. Unused annual |eave remaining to the credit
of an enpl oyee at the end of any pay period.

d. Accrued Sick Leave. Leave accrued and credited to an enpl oyee's
account during the current |eave year

e. Accumulated Sick Leave. Unused sick |eave remaining to the credit of
t he enpl oyee at the end of any pay peri od.

f. Break-in-Service. A separation fromthe rolls for a period of 1 or
nore wor kdays of the enpl oyee's basic workweek. A period of absence for
mlitary duty, followed by the exercise of reenploynment rights, is not
regarded as a break-in-service for purposes of this instruction.

g. Continuous Service. The total period of time, fromthe date of
appoi ntnent until the date of separation, irrespective of pay status during
such peri od.

h. Court Leave. The authorized absence of an enpl oyee from work status
for jury duty, or to appear as a witness in an unofficial capacity on behalf
of the U S. Governnent.

i. Adnministrative Leave. The administratively authorized absence from
duty without |oss of pay, and without charge to earned | eave.

. Home Leave. Leave authorized by administrative adoption of section
6304(a), Title 5, USC, and earned by service abroad for use in the U S., in
t he Commonweal th of Puerto Rico, or in the territories or possessions of the
U.S. upon renewal of an overseas tour (also see chapter 8).
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k. Leave Year. A 52-week period covering the adm nistration of |eave.
The | eave year for NAFIs under the cognizance of BUPERS (Pers-65) begins on
1 January and ends 31 Decenber each year. The cut off date for "use or |ose"
annual leave is the end of the first pay period that begins in Decenber and
ends in January of the new year

. Mlitary Leave. Absence fromduties w thout |oss of pay, tine, or
performance ratings, for those NAF enpl oyees who are menbers of Reserve
Conponents of the U S. Arned Forces, including the National Guard on days in
whi ch they are engaged in tenporary active duty or inactive duty for training.

m Leave Wthout Pay (LWOP). Approved non-pay status and absence from
duty.

n. Mlitary Furlough. A |eave of absence, or separation of a regular
full-time or regular part-time enployee, for induction or recall to active
duty in one of the U S. MIlitary Services.

0. Conpensatory Tine for Religious Purposes. An overtime period an
enpl oyee elects to work for the purpose of taking an equal amount of time off
for religious observance, instead of overtine pay and w thout charge to | eave.

p. Funeral lLeave. Adnministrative |eave for purposes of making
arrangenents and attending services in the case of the death of a menber of
the i mediate famly.

g. Abandonnment of Position. Unauthorized absence, or unexcused absence,
of nore than 3 days.

503. Schedul e of Wrk Attendance

a. Administrative Wrkweek. The admi nistrative workweek for NAF
enpl oyees will be a period of 7 consecutive cal endar days as established by
managenment for all enployees of the operation. |t need not coincide with the
cal endar week, but may begin on any day and at any hour of the day as |ong as
it is handled consistently for enployees within the NAFI operation

b. Basic Wrkweek. Wthin the adninistrative workweek, the basic
schedul ed wor kweek for NAF enpl oyees will not exceed 40 hours, exclusive of
nmeal tinmes. \Wenever possible, 2 consecutive days off will be provided in
each admi nistrative workweek. However, the basic workweek may be schedul ed
over a period of 6 days provided the total schedul ed hours do not exceed 40.

c. Wirkday. The workday will be administratively schedul ed, wil]l
normal Iy not exceed 10 hours, and may extend over 2 cal endar days.
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d. Scheduling and Recording

(1) Mninmum Requirement. A systemfor scheduling and recording the
time and attendance of each enployee will be established in each NAFI. The
system need not be el aborate, nor conplicated, but it must be able to docunent
t he enpl oyee' s attendance.

(2) Rounding Of Time Recorded. Fractions of an hour worked are
creditable in tenths of an hour increments. For exanple, an enpl oyee who |eft
work 5 minutes after their schedul ed departure would not be paid for the extra
time. However, if they left 7 minutes after schedul ed departure, they would
be eligible for an extra tenth of an hour pay. Managenent shoul d nonitor
enpl oyee time recording carefully to prevent unplanned overtime due to
variances in time recording.

(3) Use of Tine Clocks. Activities that have enpl oyees use tine
clocks to record time worked are required to pay based on the tine recorded.
Changes should only be made on the tinme recorded on the enployee's tinme card
in cases of mistakes and initialed by the supervisor. Enployees who
continually fail to punch in or out properly should be counsel ed, and
di sciplined if appropriate, in accordance with the provisions of this manual.

e. Meal Peri ods

(1) Duration. Regular neal, or lunch periods, normally will be
established at no | ess than 30 m nutes nor nore than 1 hour

(2) Treatnment for Pay Purposes. This tine will not be considered or
paid as tine worked, except for the purpose of deternmining entitlenment to
night shift differential pay. The NAFI will not use the enpl oyee during neal
period to perform work.

(3) Linmit on Tine Whrked without a Meal Break. Enployees normally
shoul d not be required to work nore than 6 consecutive hours w thout allowance
for a neal period. An exception to the neal period requirement is for
positions at isolated work sites where it is not practical to provide a
repl acenment for the enployee during the nmeal period. For exanple, in a one
person operation in a snmall snack bar, open from 1600-2300, where no one is
avail able for relief, managenent could elinminate the meal period. The
enpl oyee may be permitted to eat on the job, but nust be paid for all tine on
duty during the shift.

(4) Other Breaks or Rest Periods. Coffee breaks, and other rest
peri ods of short duration, may be authorized by management, but nust be
counted and paid as hours worked for pay purposes.
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f. Legal Holidays

(1) List of Holidays. Legal holidays include the 1st of January, the
3rd Monday of January, the 3rd Monday of February, the |ast Monday of My, the
4t h day of July, the 1st Monday of Septenber, the 2nd Monday of October, the
11t h day of November, the 4th Thursday of Novenber, the 25th of Decenber,
| naugurati on Day (only for enpl oyees working in the Washington, D.C
Metropolitan area as explained in the rules for APF enpl oyees), or any other
cal endar day designated as a holiday by Federal statute or executive order

(2) Qbservance When Holiday Falls on Weekend. |If a legal holiday
falls on a Saturday, it is observed on the preceding Friday. If it falls on a
Sunday, it is observed on the foll owi ng Monday.

(3) Pay Procedures. See Chapter 3 for details.

g. Religious Cbservance. An enployee may el ect to work conpensatory time
for the purpose of taking time off wi thout charge to | eave when persona
religious belief requires that the enpl oyee abstain from working during
certain periods of the workday or workweek.

(1) An enployee who elects to work compensatory time for this purpose
will be granted, instead of overtine pay, an amount of time off fromhis or
her schedul ed work (hour for hour) equal to the conmpensatory time worked.

(2) An enployee's election to work conpensatory tinme, or to take
conpensatory tine off to neet his or her religious obligations, may be
di sapproved if such nodifications in work schedules interfere with the
efficient acconplishnent of the assigned nission

h. Moninmum Deduction for Leave. The m ni mum deduction for |eave is
1/10th of an hour.

i. Recording Absence Wthout Leave (AWOL). Any absence from duty which
was not authorized or approved, or for which a | eave request was denied, is
charged on | eave and pay records as AWOL. Pay is withheld for the entire
peri od of the absence. Disciplinary action may be taken in accordance wth
the provisions of this manual. |If it is |ater determined by nanagenment that
t he absence was excusable, the time charged to AWOL will be changed to annua
or sick |leave, or |eave w thout pay, and the enployee paid as applicable.
Only absence during the enployee's regularly schedul ed basic tour of duty may
be consi dered as AWOL.
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j. Elexible and Conpressed Wirk Schedul es. Heads of NAFIs may aut horize
flexi ble and conpressed work schedul es. Procedures established will be in
accordance with P.L. 99-196, Decenber 23, 1985, and |ocal comrand directives.

k. Credit Hours. NAF enployees are not eligible to accunulate credit
hours as defined in Title 5, USC, 6121-6126.

| . Abandonnment of Position. Any unauthorized, or unexcused absence, of
nore than 3 working days will be considered abandonment of position, and may
be grounds for disciplinary action to include term nation of enploynent.

504. Leave Donation Program

a. Program Approval. Heads of NAFIs may establish a program in witing,
that permits enpl oyees to donate annual |eave to other enployees for nedica
or fam |y emergenci es.

b. Required criteria. Progranms for civil service enployees should be
used as a guideline within the foll owi ng paraneters:

(1) Voluntary participation is |limted to current Regular Full-Tine
(RFT) or Regular Part-Time (RPT) NAF enpl oyees who have been enpl oyed at | east
2 years.

(2) The transfer of annual |eave nmust be anong NAF donors within the
reci pient's enpl oyi ng NAFI

(3) The approval and use of transferred annual |eave will be subject
to the conditions and requirenments inposed by this manual, and | ocal command
regul ati ons pertaining to annual | eave.

(4) Managenent will establish mininumwitten criteria that an
enpl oyee nmust nmeet to receive annual | eave donations. These criteria must
ensure that sick | eave abusers are not allowed to use this programto replace
| eave that they have squandered in the past.

505. Annual Leave Policy

a. Creditable Service for Annual lLeave Accrual. All prior DOD NAF
service, including service with current enmployers, as an RFT or RPT enpl oyee.

(1) Conversion fromFlexible to Reqgular Enployment. Effective upon
recei pt of this manual, flexible enployees converted to RFT or RPT status wll
be given credit based on weeks regardl ess of schedul ed hours for their
flexible service, if converted to a regular status in the same NAFI without a
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break in service. These enployees nust be enployed for 90 days before | eave
can be granted.

(2) Credit for Uniforned Service. All active Uniforned Service,
except for certain retired menbers of the Uniformed Services as outlined
bel ow, term nated by honorabl e di scharge under honorabl e conditions, or by
transfer to inactive reserves under honorable conditions, is creditable for
determ ni ng the annual |eave accrual rate.

(3) Credit for Mlitary Retirees. For an enployee who is a retired
menber of any of the Uniformed Services, credit is restricted to the actua
active service in the Armed Forces during wartime, or in any campaign or
expedi tion for which a canpai gn badge has been authorized. |If the retired
menber nmeets one or nore of the followi ng conditions, all of his or her active
service is counted for |eave accrual purposes:

(a) The retirement was based on disability resulting frominjury
or disease received in the line of duty as a direct result of arned conflict.

(b) The retirement was based on disability caused by an
instrumentality of war, and incurred in the line of duty during a period of
war (as defined in sections 101 and 301 of Title 38, USC)

(c) On November 30, 1964, the retired menber was enployed in a
civilian office to which the annual and sick |eave | aw applied, and continues
to be enployed in an office of this kind without a break in service of nore
t han 30 days.

(d) The enpl oyee is responsible for providing data concerning
canpai gns, expeditions, etc., to the Personnelist before any credit can be
aut hori zed.

(4) Credit for Portions of Months. Fractional parts of nonths will be
added together when calculating the total length of service. However, the
total length of service for annual |eave accrual purposes will be stated in

terms of conpleted nonths.

(5) Credit for Mlitary Training. Civilian enployees of NAFIs who are
called to active duty for short periods of time (not to exceed 6 weeks) with
Reserve conponents of the U S. Armed Forces will continue to accrue annua
| eave credit during such periods. Of-duty tine while in Reserve conponents
is not creditable.

(6) Exenptions. No enployee, who is currently in a | eave accrua
category as a result of nore liberal provisions in place prior to DOD
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regul ations on | eave issued on 6 Septenmber 1974, will be penalized by being
placed in a | ower category for |eave accrual or accunul ati on purposes.

b. Leave Authorization. The appropriate supervisory authority wll
approve and schedul e annual |eave when the workl oad permits. \Wenever
possi bl e, this should be at the conveni ence of the enpl oyee, but nission
requi rements nust take precedence. Such |leave will be earned by incunbents
who are designated as regul ar enpl oyees (including off-duty RPT
mlitary personnel). The ampunt of annual |eave earned depends on the
enpl oyee's total length of creditable service.

c. Limt on Ampunt of leave Authorized

(1) RFT enpl oyees nay take | eave to cover only the anopunt of hours
they would normally work during the period for which | eave is requested.
Normal ly, this will not exceed 8 hours per day, or 40 hours per week

(2) RPT enpl oyees may take | eave to cover only the actual hours that
they normally work per day, and actual schedul ed hours per week. For exanple,
if an enployee with 40 hours accrued | eave on the books who normally works
4 hours per day, Mnday through Friday, takes the week off, he or she would be
entitled to a maxi mum of 20 hours annual | eave.

d. Prohibition on Advance Leave. Leave nay not be granted until after
the conpletion of the pay period in which it is earned. Advance annual | eave
is prohibited. However, in foreign areas, enployees granted home or energency
| eave under the provisions of Chapter 8 of this manual, and those in U S.
territories and possessions may, on departure, be paid in advance
for accrued | eave to be taken during that period.

e. Limts on Requiring Enployees to Take Annual Leave. Heads of NAFIs
may not require a NAF enpl oyee to take annual | eave, except as provided for in
emer gency and BBA furl oughs.

f. Annual Leave Accrual Rate. Annual leave will be accrued by RFT and
RPT enpl oyees while in a pay status, excluding overtime hours worked in excess
of 40 hours during the basic workweek. Enployees receiving workers
conpensation benefits under the Longshorenen's and Harbor Worker's
Conpensation Act, and carried on the rolls of the enploying NAFI in a | eave-
wi t hout - pay status, do not accrue annual | eave.

(1) Enployees with | ess than 3 years of service will accrue 5 percent
of the total hours in the basic workweek

(2) Enployees with 3 years, but |ess than 15 years of service, wll
accrue 7.5 percent of the total hours in the basic workweek, except for the
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final biweekly period of the | eave year when | eave will accrue at the rate of
12.5 percent of the total hours in the basic workweek

(3) Enployees with nore than 15 years of service will accrue
10 percent of the total hours in the basic workweek.

g. Changes in Rates of Accrual. Changes in the rates of accrual are
effective at the beginning of the first pay period follow ng the conpletion of
the prescribed service. Wen a change froma 7.5 percent to a 10 percent
| eave category occurs at the beginning of the last full biweekly pay period in
t he cal endar year, the enployee's |leave credit for that period will be
conputed at 12.5 percent of hours in a pay status.

h. Time of Crediting. Accrued leave is credited to the enpl oyee's
i ndi vi dual | eave record upon conpletion of a 90 cal endar day qualifying
period. Accrued leave will be reflected, but not paid, during the 90-day
qual i fying period. Accrued |leave is credited at the end of the pay period in
which it is earned.

i. Payment Upon Separation. Upon separation froma NAFI, an enpl oyee who
has conpl eted 90 days as an RFT or RPT enployee will be paid for the
accunul ated annual |eave credited to the enpl oyee's account. (Enployees with
| ess than 90 days RFT or RPT NAF service will not receive any paynent for
accrued annual |eave.) Payment will be made at the salary rate in effect at
time of termnation (e.g., annual |eave payoff for enpl oyee on tenporary
promotion at tine of separation would be paid at a tenmporary pronotion rate).
Enpl oyees reinstated within 6 nmonths of termination froma NAFI are not
required to serve another qualifying period.

j. Payment or Transfer of Accumul ated Annual Leave. Upon novenment to a
NAFI, an RFT or RPT enployee may elect to transfer or be paid off for any part
or all of the accrued | eave bal ance. Any annual |eave bal ance transferred
must include funding to cover the transferred | eave.

k. Disposition of Annual lLeave VWhen Enpl oyee Changed to Fl exible
Enpl oynent Cat eqgory

(1) When the status of an RFT or RPT enpl oyee who has been enpl oyed
for nore than 90 days is changed to flexible, accrued annual |eave is paid
of f. (See paragraph 506 for disposition of sick leave.) |In the event that
t he enpl oyee is changed back to an RFT or RPT category, the annual |eave
accrual rate will be restored.
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(2) When the status of an RFT or RPT enpl oyee enployed, |ess than
90 days, is changed to flexible, the annual |eave bal ance is dropped without
payment. (See paragraph 506 for disposition of sick leave.) In the event
that the enployee is later changed back to an RFT or RPT category, the annua
| eave and annual |eave accrual rate will be restored.

| . Mximum Annual Leave Carryover

(1) The maxi mum accumul ati ons of annual |eave that may be carried over
from1 | eave year to the next is 240 hours.

(2) Enpl oyees recruited fromthe U S. for enployment overseas in
accordance with Chapter 8 of this manual nay accrue up to 360 hours annua
| eave. When these enployees return fromtheir overseas assignnents, they are
aut horized a maxi num carryover of 360 hours for 2 |eave years followi ng their
return from overseas.

(3) RFT and RPT enpl oyees assigned to a base designated for reduction
or closure as a result of Base Realignnent and C osure Comm ssion (BRAC)
deci sions are authorized to accumul ate annual |eave without regard to the
240-hour limtation. |If the enployee noves to another DOD NAFI and elects to
transfer their |eave, the 240-hour annual |eave maximumlinitati on woul d be
reinstated at the end of the second full cal endar year after transfer

(4) Local commanding officers may approve carryover of annual |eave in
excess of 240 hours on a case-by-case basis. Local approvals will be applied
equitably and efficiently. BUPERS (Pers-653) will periodically nonitor these
approval s as part of the Personnel Managenent Eval uation process.

506. Sick Leave Policy

a. Eligibility. Sick leave will be credited to RFT and RPT (i ncl uding
of f-duty RPT military personnel). There is no mininmumqualifying period for
the crediting of sick |eave.

b. Ganting Sick Leave. Al RFT and RPT enpl oyees who have sick |leave to
their credit may be granted such | eave for legitimte nmedical reasons.
Enpl oyees on furl ough or | eave w thout pay are not eligible to be paid for
sick leave. Sick leave is a privilege and will be approved only when an
enpl oyee cannot perform assigned duties due to legitimte medical reasons.

c. Prohibition on Paying Advance Sick Leave. Advance paynment for sick
| eave is not authorized.
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d. Sick Leave Credit Accruals

(1) Sick leave credits will accrue at the rate of 5 percent of the
total basic workweek hours in a pay status and will be credited fromthe date
of appointnent to regul ar status.

(2) Sick leave credits, including those accrued while on annual or
sick leave, are credited to the enployee's account at the end of the pay
period in which accrued.

e. Transfer of Sick Leave Credit. Sick |eave credits will be transferred
bet ween DOD NAFI s provided the enpl oyee:

(1) Did not retire fromthe | osing NAFI

(2) Is placed in an RFT or RPT pay status in the gaining NAFI within
180 cal endar days of renoval from pay status in the | osing NAFI

(3) Did not receive retirenent service credit for unused sick | eave.

(4) A NAF empl oyee, who is converted fromregular to flexible status,
is entitled to a re-credit of the untransferred sick | eave (w thout regard to
the date of the original nove) if the enployee returns to an eligible NAF
position with the same or different DOD conponent.

f. Accunulation of Sick Leave. There is no limt on the amount of sick
| eave that an enpl oyee may accunul ate and carryover from1l | eave year to the
next. No paynent for unused sick |eave will be nmade to an enpl oyee under any
ci rcumnst ances.

g. Use of Sick Leave for On-the-Job Injuries. An enployee covered by
Wor kers' Conpensation (Title 5, USC, 8171) may be granted sick | eave fromthe
enpl oyee' s accunul ated sick | eave balance in lieu of the Wirkers' Conpensati on
Benefit if the enployee has signed the Leave Option Form [|If the enployee
signs the Leave Option Formfor the use of sick |eave, the Wrkers
Conpensation Benefit paynments fromthe third party adm ni strator nust be
forwarded to the finance office for reinstatenent of |eave based upon the
benefit payment received fromthe Wrkers' Conpensation Program

h. Disposition of Sick Leave Wien Enpl oyee Changed to Fl exi bl e Enpl oynent

Category. When the status of an RFT or RPT enployee is changed to flexible,
accrued sick |eave is dropped. (See paragraph 405 for disposition of annua
leave.) In the event that the enpl oyee is changed back to an RFT or RPT in
the sane NAFI, wi thout a break in service, the sick leave will be restored.
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i. Notifying Supervisor When Sick Leave Required

(1) Unexpected Illness or Injury. In cases of illness or injury, the
supervi sor shoul d be contacted as soon as possible prior to the schedul ed
starting tinme for the shift, but not later than 1 hour after the nornal
starting tinme.

(2) Medical Appointnments. Medical, dental and optical appointments
shoul d be made in advance and the enpl oyee's supervisor nmust be notified by
| eave request slip prior to the appointnent with the approximte tine the
enpl oyee expects to be away fromthe job.

j- Requirement for Medical Certificate for 111l ness
(1) Absence of Mire Than 3 Days. |f an enployee is absent from work
due to illness or injury for nore than 3 working days, the enployee will be
required to furnish the supervisor with a doctor's certificate to substantiate
the illness, and certify that the enployee is able to return to work. In
peri ods of extended illness, managenent may require the enpl oyee to provide

updat ed nedical certification on a biweekly basis.

(2) When Sick Leave Abuse is Suspected. When the supervisor believes
that sick |leave is being abused by an enpl oyee, he or she may deny sick | eave
requests, or require a nedical certificate in witing for each subsequent
absence which is clainmed as sick | eave. Abuse of sick |leave privileges is
cause for disciplinary action up to possible term nation as absence from work
wi t hout adequat e excuse.

k. Wien Sick Leave is Exhausted. When sick |eave is exhausted, the
enpl oyee may use annual | eave subject to nmanagenment approval. Should the
period of illness extend beyond the limts of sick and annual |eave, the
enpl oyer may el ect to approve | eave wi thout pay as detailed in paragraph
512. Managenent has the option of disapproving any requests for annual |eave,
or leave without pay, and terminating the enployee for disability extending
beyond sick | eave as described in Chapter 5 of this instruction.

507. Absence for Maternity or Paternity Reasons. Heads of NAFIs will apply
the sane | eave policies, regulations, and procedures for requests for
maternity or paternity absences as are applicable to requests for |eave
general |l y.

a. Leave for Maternity Reasons. RFT or RPT fenmal e enpl oyees nay request
sick |l eave, annual |eave, or |eave w thout pay when incapacitation related to
pregnancy and confinenent has been properly established by medical authority.
An absence covering pregnancy and confinement will be treated as any ot her
medically certified tenmporary incapacitation
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b. Leave for Paternity Reasons. RFT or RPT male enpl oyees may request
annual |eave, or |eave wthout pay, for purposes of assisting, or caring for
their children, or for the nother of the newborn child while she is
i ncapacitated, as established by nmedical authority, for maternity reasons.

508. Adninistrative Leave. Heads of NAFIs may authorize time off with pay to
regul ar enpl oyees for bl ood donations, for voting in Federal, state, county,
and nuni ci pal governnent el ections, and for other reasons acceptable to the
head of the NAFI when deemed prudent and in the best interest of the NAFI

a. Court lLeave

(1) Authorized Usage. Upon advance submi ssion of a court order
subpoena, summons, or any other judicial notification, regular enployees wll
be granted paid court leave for jury duty; to appear in court in an unofficia
capacity as a witness on behalf of the U S. Government, or the Government of
the District of Columnbia; and to appear in court in an unofficial capacity as
a witness on behalf of private parties where the U S., the District of
Col unbia, or a state or local governnent, is a party to the proceedings. The
court may be a Federal, District of Colunbia, state, or |ocal governnmental -
unit court. This provision does not apply to an enpl oyee appearing as a
witness in a judicial proceeding that involves only private parties.

(2) Pay Offset. Regular enployees on court |eave will receive their
regul ar pay for such tine, or will retain the court fees received fromthe
court, whichever is the greater anount. |If the court fees are the |esser
amounts, such fees, exclusive of transportation fees when separately
identified or otherwise identifiable, will be turned over to the enpl oying
NAFI. However, when a state statute provides for reinbursenment of expense, or
an expense all owance rather than a jury fee, enployees will receive their
regul ar pay and the noney paid by the court.

b. Funeral Leave. Adninistrative |leave may be granted to regul ar
enpl oyees, not to exceed 3 workdays, for death in the imediate famly
i ncludi ng spouse, parent, child, brother, sister, parent of spouse, grand
parents (in loco parentis) or other close relative who is part of an
enpl oyee' s i nedi ate household. At the discretion of the supervisor
enpl oyees may be granted time off charged to annual |eave, or |eave w thout
pay (if annual |eave is exhausted), in the event of death of other close
relatives.

c. Disruption of Normal Operations

(1) Local Authority. When normal operations of a NAFlI, or a specific
el ement of the NAFI, are interrupted by events beyond the control of
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managenment or enpl oyees, heads of NAFls, with the approval of the conmanding
of ficer, may excuse all enployees scheduled to work, with pay, for up to

3 wor kdays. Managenment has the discretion to identify the specific

i ndi viduals who will be granted tine off, and those who will be required to
cone to work. Exanples of disruptions of normal operations might include:

(a) Lnclenment Weather which Prevents Qutside Workers from
Performi ng Wrk. |In this event, managenent has the option of paying for the
m nimum 1 hour shift, and all owi ng enpl oyees to take annual |eave, or |eave
wi t hout pay.

(b) Lnclenment Weather which Forces Closure of all, or Part of the
Base, on which the NAFI is Located. 1In this event, the NAFI would follow the
same rules as applied to APF enpl oyees on the base subject to approval by the
head of the NAFI, and concurrence of the installation commander.

(c) Breakdown of equipnment, or utility distribution systens, or

fire, which forces closure of all, or part of the NAFI operation.
(2) Use of Annual Leave or lLeave Wthout Pay. In arriving at a
decision to close all or part of a NAFI, nanagers will provide for |iberal use

of annual leave if circunstances continue to prevent enployees fromreturning
to work at the end of 3 work days.

(3) Notification of Planned O osures. Wen, because of planned
manageri al reasons |ike renovations, the closing of all or part of a NAFI is
required for short periods of time, enployees shall be notified at |east one

work shift in advance and will be allowed to take annual |eave, or |eave
wi t hout pay, as appropriate. Under these circunstances, if an enployee is not
notified one work shift in advance, the enployee will be paid for the shift.

509. Mlitary Leave

a. Tenporary Active Duty for RFT Enployees. RFT civilian enployees who
are nenmbers of Reserve Conponents of the Arnmed Forces of the U. S., including
the National Guard, are entitled to excused absences up to a nmaxi mum of
15 cal endar days per fiscal year without |oss of pay, time, or performance
rating, when called to active duty or active duty for training. (ln other
words, they get both their NAFI paycheck and their Reserve paycheck). Any
part of this excused absence that is not used in any given fiscal year
accunul ates for use in succeeding fiscal years, not to exceed a 15-cal endar
day maxi mum carryover. Thus, an eligible enployee could have a nmaxi mum of
30 days credit for use during a fiscal year
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b. Tenporary Active Duty for RPT Enpl oyees. For RPT civilian enployees,
the rate at which |l eave accrues and is paid will be prorated based on the
average nunber of hours the enpl oyee works in the week. Oherw se, the sane
rules apply as for RFT enpl oyees.

c. Call-up for Law Enforcenent. RFT and RPT civilian enpl oyees, who are
called to active duty for the purpose of providing mlitary aid to enforce the
law, may be granted additional nilitary |leave not to exceed 22 workdays in a

cal endar year. These enployees will be granted | eave upon presentation of
conpetent orders. Conpensation, other than a travel, transportation, or per
di em al | owance, received by an enployee for such nmlitary services, will be

credited against the pay for an enployee with respect to his or her NAF
position for such period of mlitary service. Mlitary leave is to be granted

only for workdays; the NAFI civilian pay of the enployee will be reduced only
by the amount received for nmilitary service performed on a workday. The NAF
civilian pay will not be reduced by any anpunt an individual may receive for

days that are not workdays.

d. Oher Reserve Mlitary Duties. Leave without pay nay be granted
enpl oyees for the follow ng other types of nmlitary service:

(1) Summer training as nenmbers of Reserve Oficers Training Corps.

(2) Tenporary Coast Guard Reserve duty.

(3) Participation in parades by menbers of the State National Guard.
(However, nembers of the National Guard in the District of Colunbia are
entitled to mlitary |leave with pay for participation in parades).

(4) Training with a state guard or other state nilitary organization.

(5) Civil Air Patrol duty.

510. Mlitary Furlough. Mlitary furlough will be granted to a regul ar

enpl oyee for induction, or recall to active duty in one of the US. Mlitary
Services. An enployee returned to duty frommlitary furlough will have the
same seniority, status, pay, and annual |eave accrual entitlenent, that the

enpl oyee woul d have enjoyed had he or she remmined at work instead of being

pl aced on furl ough.

511. Leave Wt hout Pay

a. Routine Circunstances. Leave wthout pay may be granted an enpl oyee
who is receiving benefits under the Longshorenen's and Harbor Worker's
Conpensation Act, or for mlitary service, for disability, or for other
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reasons acceptable to and approved by the head of the NAFI. Upon request,
such | eave may be granted instead of annual or sick leave to an RFT or RPT
enpl oyee. Normally, such |leave will not be granted for a period exceedi ng

1 year.

b. Leave for Dependent NAF Enpl oyees upon Transfer of MIlitary/Federa
Cvilian Sponsor. To assist enployees in the transition process, up to
90 days | eave without pay will be granted to dependent RFT and RPT NAF
enpl oyees who are transferring with mlitary, civilian Federal (APF or NAF),

personnel. Such | eave without pay may only be granted to eligible enployees
whose performance is rated satisfactory or better. Enployees requesting this
type of leave will use the standard form (SF-71). They are also required to

conplete Part E, block 2, of a SF-52 formlisting a ternmi nation date effective
the first day after conpletion of the 90 days | eave wi thout pay period. Upon
request of the enpl oyee, extensions can be granted on a case-by-case basis.

512. Leave Docunentation and Application

a. Use of SF-71. Application for all types of leave will be nade using
the SF-71. After the approving authority's determ nation as to the
appropriate category to which to charge the | eave, the SF-71 will be forwarded

to, and retained by the payroll office.

b. Leave Record

(1) Normal Procedure. The NAVPERS 12630/2, NAF Enpl oyee Leave Record,
may be used to naintain each enployee's record of |eave. The |eave record is
normal Iy maintained in the enployee's OPF. However, when payroll and
personnel sections are separated, the command may aut horize that |eave records
are mai ntai ned by either payroll or personnel sections. Wen |eave records
are mai ntai ned by payroll sections, these records should be forwarded to
Personnel no later than 31 January each year, or upon the enployee's transfer
or termnation, to be maintained as part of the enployee's OPF

(2) Exception to Normal Procedure. The provisions of the subparagraph
above are wai ved when:

(a) A consolidated statement of accrued annual and sick |leave is
generated at the end of each pay period setting forth the accrued | eave
bal ances for all enployees. This statenent nust be nade available to each
enpl oyee upon request.
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(b) By 31 January each year, a statenent of the total anount of
accrued annual and sick |eave, as of the beginning of the | eave year, is
pl aced in the enpl oyee's OPF

(c) In the event of term nation or transfer fromthe NAFI, a
record is made of the disposition of the final |eave balances in the "Remarks"
section of the PAR
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CHAPTER 6
EMPLOYEE RELATI ONS
601. Labor-Managenent Relations Policy
a. GCeneral. Labor-nanagenment relations within MAR activities under the

cogni zance of BUPERS (Pers-65) are governed by chapter 71, Title 5, USC (Title
VI, PL-95-454).

b. Prohibition on Strikes. It is a violation of Federal |aw for
enpl oyees of a Federal instrumentality to participate in a strike against the
Government of the U.S. Persons who assert the right to strike will not be
enpl oyed. All NAF enpl oyees will be nmade aware of this prohibition, and
required to sign an acknow edgrment of their awareness, which will be made part
of their record.

c. Appendix B contains detailed information concerning | abor-mnagenent
negoti ati ons.

602. Enployee Relations Policy (General)

a. Communi cations

(1) Continued and uni npeded comuni cations are vital factors to an
i nfornmed and productive work force. Managenent and enpl oyees should strive to
build orderly and constructive working relationships to facilitate this
process.

(2) Enpl oyees shoul d be informed, insofar as possible, of plans and
policies that effect themand their work. This includes (but is not linmted
to) a thorough understandi ng of conditions of enployment, job requirenents,
enpl oyee rights, privileges, and responsibilities, of both nanagement and
enpl oyees.

(3) Enpl oyees shoul d be encouraged to express thensel ves on, and
participate to the fullest extent possible, inprovenents of work nethods and
wor ki ng condi ti ons.

b. Health and Safety

(1) Specific policy guidance on health and safety issues for NAF MAR
activities are contained i n BUPERSI NST 5890. 1.

(2) Enpl oyee working conditions will be nmade as safe and heal thful as
possible. All safety and health regulations will be strictly foll owed by NAF
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enpl oyees and managenent in accordance with DODI NST 6055.1. \here safety
technici ans are not available on the installation, outside consultants may be
used.

(3) Effective safety practices will be established in conjunction with
the overall safety program of the Naval activity on which the NAF activity is
| ocat ed.

(4) Enpl oyee conpl ai nts about working conditions related to health and
safety issues will be carefully investigated. Action will be taken
i mediately to correct any unwarranted di screpancies.

c. Security. NAF enployees will conply with all established security
regul ations. They will be advised of prohibitions on the use of cameras on

t he base, handling of classified information, and all other security
precautions necessary in their work

d. Enployee Services Programs. NAF Enpl oyees will be included, to the
fullest extent authorized by regulations, in the enployee services prograns at
the command at which the NAF activity is |located. This includes drug and
al cohol abuse prevention progranms per DOD Directive 1010.4. The | ocal program
director shoul d make arrangenents for enployees to use civilian cafeterias and
civilian recreation facilities, obtain vehicle and personal passes, use
station parking, and provide other authorized services beneficial to enpl oyee
nor al e.

e. Use of MAR Facilities and Prograns

(1) NAF enpl oyees are authorized to use MAR facilities and participate
in prograns, if approved by the | ocal commandi ng officer of the installation
providing the MAR service. Access by NAF enpl oyees to MAR facilities and
progranms should not interfere with usage by regularly authorized patrons.

DODI NST 1015.2 contains specific gui dance on authorized usage of MAR
facilities.

(2) Enpl oyees are not permitted to consunme al coholic beverages during
wor ki ng hours.

(3) Enployees working in a MAR program are not entitled to participate
as a recipient of the services of that program during assi gned working hours.

f. Use of Governnent Quarters and Facilities

(1) NAF enpl oyees are entitled to the same quarters and facilities
aut hori zations as conparable civil service enpl oyees.
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(2) NAF enpl oyees are generally expected to secure quarters fromthe
private sector. There are three specific exceptions where governnent quarters
may be provi ded:

(a) Quarters for enployees recruited fromthe U S. to work at
overseas foreign installations.

(b) At isolated sites in rare circunstances where the only
suitable quarters and facilities avail abl e are governnent owned.

(c) In very rare instances, where the presence of a key MAR st aff
menber is essential to carrying out the mission of the installation. This
determ nati on can only be made by the comuandi ng officer subject to prior
witten approval by the cognizant echelon Il comrmand.

(3) NAF enpl oyees are authorized tenporary use of government quarters,
if available, while traveling on official business.

603. Political Activity

a. Principles. The principles of Title 5, USC, 7324, relating to
political activity of government enpl oyees have been extended to NAF
enpl oyees. NAF enployees will not use official authority or influence to
interfere with an election, or attenpt to affect its results. However, the
Hatch Act Reform Amendnents of 1993, Public Law 103-94, l|iberalized the extent
to which the majority of Federal (and NAF) enpl oyees are permitted to engage
in off-duty partisan political activities.

b. Enployee Rights. Guidelines for Federal and NAF enpl oyees covered
under the New Hatch Act Amendnents foll ow

(1) NAF enpl oyees may be candi dates for public office in nonpartisan
el ections; register and vote as they choose; assist in voter registration
drives; express opinions about candi dates and issues; contribute noney to
political organizations; attend political fund-raising functions; attend and
be active at political rallies and neetings; join and be an active nenber of a
political party or club; sign nom nating petitions; canpaign for or against
ref erendum questi ons, constitutional amendments or municipal ordi nances;
canpai gn for or against candidates in partisan el ections; make canpai gn
speeches for candidates in partisan elections; hold office in political clubs
or parties and be delegates to party conventions; and distribute canpai gn
literature in partisan el ections.

(2) NAF enpl oyees may not use their official authority or influence to
interfere with an election; solicit, accept or receive politica
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contributions, unless both individuals are nenbers of the same federal |abor
organi zati on or enpl oyees’ organization, and the one solicited is not a
subor di nat e enpl oyee; knowingly solicit or discourage the political activity
of any person who has business before the agency; engage in political activity
in any governnent office; engage in political activity while wearing an

of ficial uniform engage in political activity while using a governnent
vehi cl e; be candidates for public office in partisan el ections, and may not
wear political buttons on duty.

c. Investigating Violations

(1) A NAF enpl oyee, with know edge of a violation of the regul ations
governing political activity, will inmediately report it to the head of the
NAFI. The | ocal commandi ng officer should be notified if the violation
i nvol ves the head of the NAFI

(2) The head of the NAFI (or the commandi ng officer if the violation
i nvol ves the | ocal NAF activity head) will investigate all reports
imediately. A witten statement of findings and recomended di sposition
shoul d be forwarded expeditiously through the chain of command within 30 days
of the report of violation to BUPERS (Pers-65).

(3) BUPERS (Pers-65) will pronptly forward the report to the Deputy
Assi stant Secretary of the Navy (Civilian Personnel Policy/Equal Enploynent
Opportunity). SECNAV will make the final determ nation as to violations.

604. Fiduciary Responsibility. There is an individual fiduciary
responsibility for properly using NAF resources and preventing waste, |oss, or
unaut hori zed use. This responsibility extends to all DOD personnel, including
menbers or the Armed Forces and civilian enployees paid with either APF or

NAF. Under Chapter 147 of Title 10, USC, personnel who viol ate NAF
regul ati ons i n managenent of funds are subject to the same penalties under
Federal laws that govern the misuse of APF. Violations by personnel subject
to the Uniform Code of MIlitary Justice are punishable under section 892,
article 92.

605. Standards of Conduct

a. The nature of many of the activities supported by NAF is such that the
civilian enpl oyees and assigned military personnel nust exenplify the highest
standard of personal conduct and integrity.

b. The Standards of Conduct are rules designed to assist in maintaining
this high level of integrity and foster public confidence in these Governnent
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activities. DOD 5500.7-R, Joint Ethics Regulation (JER) and SECNAVI NST
5370. 2 provides these rules and are the regulations for all government APF and
NAF enpl oyees.

c. Mnagenent nust ensure that NAF enpl oyees are fully acquainted with
t hese regul ati ons upon enpl oynent and annual ly thereafter

d. The basic principles of Standards of Conduct include the follow ng:
(1) Public service is a public trust.
(2) Do not use public office for private gain.
(3) Do not extend preferential treatnent.

(4) Do not bind the Governnent with unauthorized pronises or
comm tnents.

(5) Do not m suse Government resources or information.
(6) Disclose fraud, waste, and abuse.

e. Personnel are strongly encouraged to seek the advice of agency ethics
officials located in the legal office, on the installation, whenever questions
ari se.

606. Loyalty to the U.S. Governnment. No person wll be enployed or continue
to be enployed in a NAF activity who advocates the overthrow of the U S.
Government; is a nenber of an organi zation that advocates the overthrow of the
U.S. Government; or participates in any strike against the U S. CGovernnent,
including all instrumentalities of the U S. Government.

607. \histleblower Protection for NAF Enpl oyees and Applicants

a. Concerning protection against reprisals, DOD Directive 1401. 3 provides
policy and inmplements P.L. 98-94, DOD Authorization Act, 1984, section
1253 (10 USC 1587), which establishes protection against reprisals for certain
NAFI civilian enpl oyees and applicants who have nmade protected di scl osures.
SECNAVI NST 5370.7 further extends protection to NAF enpl oyees, or applicants,
fromreprisal for making, or preparing a conplaint, which he or she reasonably
bel i eves evi dences a violation of |aw or regul ati on, m smanagenment, a gross
wast e of funds, an abuse of authority, or a substantial and specific danger to
public health or safety to a Menber of Congress, Inspector CGeneral, or menber
of a DOD audit, inspection, investigation, or |aw enforcenment organization
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b. No governnent enployee or military nenber may take or threaten to take
an unfavorabl e personnel action, or withhold or threaten to withhold a
favorabl e personnel action, in reprisal for any NAF enpl oyee or applicant who
exercises his or her right to report any misconduct, fraud, waste or abuse
whi ch they observe or know about.

c. |If any unfavorable action is taken agai nst a NAF enpl oyee or applicant
for the exercise of these rights, the offended enpl oyee nmay file a conpl ai nt
with the Naval |nspector General, or the DOD I nspector General. Every

conmandi ng officer is required to publicize the procedure for filing a
conpl ai nt .

d. DOD Directive 7050.1, "Defense Hotline Prograni My 20, 1987,
established the DOD Hotline for reporting fraud or m snmanagenent. Conplaints
may be filed by tel ephone (800) 424-9098 or (202) 693-5080 or addressed to the
fol |l owi ng:

Depart ment of Defense Hot Line
The Pent agon
Washi ngton, D.C. 20301-1900

e. The Navy |nspector General can be reached at 202-433-6743 or addressed

at :
O fice of The Naval Inspector Cenera
Attn: Hot Line
901 M St. SE
Washi ngton, D.C. 20374-5006
608. Disciplinary Action. Heads of NAFlI activities will establish consistent

procedures for effecting disciplinary actions against all enployees. These
procedures must incl ude:

a. Letters of Reprinmand and suspensions for 30 cal endar days or |ess:

(1) Witten notice of decision which specifies the reasons for the
action.

(2) Opportunity to grieve the action.

b. Denptions, term nations, and suspensions, for nore than 30 cal endar
days:

(1) Not less than 14 cal endar days advance witten notice specifying
the reasons for the proposed action
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(2) The enpl oyee nmust have an opportunity to reply to the proposed
action. The reply nmust be made to the official who is to decide the action
or that official's designee. |If an oral reply is permtted, a sunmmary of any
oral reply will be made and appended to the official record.

(3) The enpl oyee must have an opportunity to review all evidence
relied upon to support the reasons for the proposal

(4) Aright to representation by a person of the enployee's own
choice, subject to the willingness of the chosen person to serve, no conflict
of interest or position, and the priority needs of the NAFI. Any fees charged
by the enpl oyee's representative are the responsibility of the enployee.

(5) Assurance that the enployee and representative will be free from
restraint, coercion, discrimnation, or reprisal

(6) Witten decision of disciplinary action which

(a) Is delivered to the enployee in advance of the effective date
of the disciplinary action.

(b) ldentifies which reasons were sustained and which were not
sust ai ned.

(c) Explains the rationale for the decision.

(d) Specifies the enployee's right of appeal, how such appeal is
to be filed, and the time limts for subm ssion of an appeal

(7) Awitten decision may not increase the penalty proposed in the
advance noti ce.

c. An enployee may be placed on energency suspension w thout pay, pending
di sciplinary action, when retention of the enployee mght result in damage to
or loss of property or funds, mght be injurious to the enpl oyee or others,
m ght be detrinmental to the interests of the NAFI, or when there are
justifiable reasons to believe that the enployee is guilty of a crine for
which a prison sentence nmay be inposed. |n such cases, the enployee will be
provided at |east 24 hours' advance notice, in a pay status, of the emergency
suspension. |f the final disciplinary action taken on an enpl oyee so
suspended is |l ess than renoval, the enployee will be paid for the time so
suspended, |ess any | oss of pay required by the disciplinary action. An
emer gency suspension w thout pay, which extends for 30 cal endar days or |ess,
may be grieved; one which extends for nore than 30 cal endar days may be
appeal ed.
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d. The follow ng guidelines are provided for BUPERS NAFI s and nust be
applied equitably throughout all BUPERS NAFIs.

(1) Disciplinary actions are those actions taken by nmanagenment in
response to an enpl oyee's unacceptabl e conduct or behavior. Such actions are
pl aced into one of two categories. Basic disciplinary actions are those which
i ncl ude an oral adnoni shment, witten reprimand, or a suspension of 30 days or
| ess. Severe disciplinary actions are those which include suspensions of nore
than 30 days, denmotion for cause (to a |lower grade for non-pay band enpl oyees,
or froma higher to a | ower pay band/level for pay band enpl oyees), decrease
in base pay, and term nation.

(2) Disciplinary actions do not include BBAs, actions taken as a
result of termination of tenporary pronotion, a separation or change to | ower
grade or pay band/level of an enpl oyee when enpl oyee initiated, reduction in
pay due to application of a revised prevailing rate schedul e when there is no
change to the position, and actions taken as a result of an enployee
abandoni ng his or her position.

e. Flexible enployees with nore than 3 years enpl oyment and probationary
enpl oyees may be terminated with 7 cal endar days witten notice.

f. Appendi x C provides detailed i nformati on concerni ng disciplinary
action procedures.

609. Business Based Actions (BBA)

a. Definition. A BBAis a reduction in an enpl oyment category or pay
rate, a furlough of 8 cal endar days or nore, or separation action initiated by
managenment for non-disciplinary reasons. A BBA is used to adjust resources in
response to changes in business revenue, budget, workload, organization, or
mssion. It is not used to address a perfornmance or conduct deficiency.

Enpl oyees are affected by BBAs only if so identified after an objective, fair
and equitabl e ranking agai nst other enployees in the same enpl oynent category
and group of affected positions.

b. Coverage. The follow ng provisions cover regul ar enpl oyees, and those
fl exi bl e enpl oyees who have been on the rolls of the NAF activity effecting
the BBA for 3 continuous years (except flexible enployees are not covered
where they are furl oughed, nor do they have a right to the third stage of the
appeal process, i.e., appeal above the base level). Excluded from coverage
are enpl oyees currently serving probationary periods, enployees with |ess than
sati sfactory performance ratings, and flexi ble enpl oyees who have been on the
rolls of the NAF activity effecting the BBA | ess than 3 continuous years.
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c. Types of BBAs

(1) Reduction in Pay Rate. Such actions could result from
reorgani zati on, realignnent of a workload, elimnation of duties or
responsibilities froma position, lack of funds, or froma need to be
conpetitive with pay in other organizations, or the |ocal |abor narket.

(2) FEurlough. Furlough of a regular enployee (flexible enployees are
excluded) for 8 cal endar days or nore (a tenporary |ayoff for a definite or
i ndefinite period of tine).

(3) Change in an enpl oynent category.
(4) Separation

d. Factors to Consider before Resorting to BBA. Careful planning is
necessary to | essen adverse effects, prepare enployees, and to avoid
admi nistrative and norale problenms. It is inportant to consider whether the
cause of the reduction or realignnent is a tenporary or pernmanent situation
along with each of the various actions that may be taken. For exanple, a
reduction in hours of work, a reduction in pay rate, or a furlough, may be
nore appropriate than separation

e. BBA Procedures

(1) Deternmining Affected Enpl oyees

(a) Covered enpl oyees nust be ranked to determ ne the order in
which they will be affected (unless all enployees will be equally affected,
separation due to base closure, for exanple). The ranking process nust
i ncl ude performance and seniority. Performance will be the primary criterion
The performance factor must include at |east the enployee's last two
performance ratings. |f there is only one rating, then it nmust be used. |If
there is no rating, then a rating nmust be issued and used.

(b) The deternination of the order in which enpl oyees were
adversely affected, the process used to determne the order, and copies of the

witten notices will be maintained in a separate BBA file apart fromthe
enpl oyee's OPF. Subject to the provisions of the Privacy Act of 1974, the BBA
file will be made avail able for review upon request only by an affected

enpl oyee, or by those whose official duties require access.

(c) Prior to issuance of required individual BBA notices to
conpeting enpl oyees, managenment is required to provide a witten genera
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notification to enployees in affected conpetitive areas. This notice will be
a witten notice and contain the reason(s) for the planned actions(s), the
nature of the BBA, the projected effective date of such actions, titles,
series, grades/pay band and enpl oyment category of the positions involved in
t he planned actions, and other pertinent data. Placenent of such notice on

official bulletin boards will suffice to neet this requirenment. Managenent
may, however, use other avenues to announce inpendi ng BBA actions such as
enpl oyee newsl etters, etc. Irrespective of the means used, managenent nust

assure that enployees in conpetitive areas to be inpacted by planned BBAs are
provi ded advance notice of at |ease 1 cal endar day before BBA notices are
i ssued.

(2) Advance Notice. The m ni num advance notice for regular
nonprobati onary enpl oyees is 7 cal endar days for an action other than
separati on and 30 cal endar days for separation. For covered flexible
enpl oyees with 3 or nore years in the NAFI, the m ni mum advance notice period
is 24 hours for nonseparation action and 7 cal endar days for separation. For
regul ar probationary enpl oyees, the m ni num advance notice period is 24 hours
for nonseparation action and 7 cal endar days for separation. For flexible
enpl oyees with less than 3 years in the NAFI, and enpl oyees with current
performance rating of |ess than satisfactory, the ninimum advance notice
period is 4 hours for nonseparation action and 24 hours for separation
Under energency conditions (e.g., a breakdown of equiprment or other emergency
conditions requiring suspension of operations, or an unantici pated reduction
i n business such as occurs with a sudden deploynent of mlitary personnel), a
m ni mum of 24 hours notice may be given. The notice will contain:

(a) The enpl oyee's position title, series, grade or pay band, and
rate of pay.

(b) A description of the BBA and reason for it.

(c) Advice on severance pay entitlenment, if applicable.
(d) Advice on loss of benefits, if applicable.

(e) If the action is separation:

l. A statenent that the action taken is non-disciplinary and
does not preclude reenpl oynment.

2. Information on the re-enploynment priority list (RPL).

3. Information on eligibility for civil service positions for
1 year fromdate of separation, under terms of the DOD/ OPM | nt er change
Agr eenent .
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4. Information on unenpl oynment conpensation
5. Information on other benefits, as applicable.

(f) An explanation of the enployee's right to appeal

(3) Appeals of BBAs

(a) Ceneral. Nonprobationary and flexi ble enployees with nore
than 3 years of creditable service have a right to appeal within 7 cal endar
days after the effective date of the BBA, if they believe BBA regul ati ons and
procedures were not properly applied. Managenent decisions regarding the
budget, workl oad, organization and m ssion, are reserved to managenent and is
not appealable. |f an enployee alleges that the action resulted froman act
of discrimnation, the action may only be contested through the discrinination
conpl ai nt procedure.

1. A decision in favor of an enployee entails the
requi rement that the enpl oyee be "nade whole." Thi s includes pay and
restoration to duty including enploynent rights and benefits, as applicable.
If, however, it is clear the same action woul d have been taken agai nst the
enpl oyee even if the regulatory or procedural error had not been made, then
there is no "made whol e" provision

(b) Representation. An enployee may be acconpani ed, represented,
and advised by a representative of his or her own choosing, provided the
person is willing and free to do so. The enployee will designate his or her
representative in witing, and provide the designation to the first stage
deciding official. The representative's service nust not result in a conflict
of interest as deternmined by the installation commnder. All costs for the
representative will be borne by the enpl oyee.

(4) Glievance Rights. Probational and flexible enployees with |ess
than 3 years of service may grieve BBAs; and such actions may only be grieved
on the ground of procedural error (except BBA - pay decrease action).

Enpl oyees will file such grievances to the programdirector. The effective
date of a BBA is not delayed while awaiting the commandi ng officer's decision
on submitted BBA grievances.

(5) The enpl oyee has no right to a hearing during a BBA appea
process.

f. A panmphlet entitled "Pertinent Information for Involuntarily Separated

BUPERS NAF Enmpl oyees" is avail abl e from BUPERS (Pers-653). A copy of this
panphl et shoul d be provided to each enpl oyee affected by a BBA.
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g. Appendix D provides additional details concerning the BBA process.

610. Gievance Procedure

a. Applicability. This section applies to all NAF MAR enpl oyees whose
positions are not covered by a Navy recogni zed negoti ated agreenent.
I ncunmbent s of positions covered under a negotiated agreement must use the
gri evance process specified within such agreenent.

b. Explanation of Terns

(1) Gievance. A request by an enployee, or his or her representative
of choosing, for personal relief frommatters of concern or dissatisfaction
that are subject to the control of nanagement, and are not otherw se excl uded
fromthe grievance procedure.

(2) Enployee. Means current on board NAF enpl oyees.

(3) Days. Means cal endar days.

c. Exclusions

(1) Matters accepted by the Inspector General for investigation

(2) Any matter which is subject to final administrative review above
the local installation conmand |evel, and any matter over which the
installation commander does not have control, or authority to change.

(3) Allegations of discrimnation based on race, age, color, religion
sex, disability, or national origin.

(4) The content of published policy.
(5) An action terminating a probationary enpl oyee for cause.

(6) Nonadoption of a suggestion or disapproval of any type of
di scretionary award.

(7) The granting or not granting of pay increases (pay adjustnments
under the pay banding system.

(8) A proposed action, notice of warning or caution, or any other
prospective discretionary nanagenment acti on.

(9) Any action for which another adjudicatory or appeal procedure
exi sts.
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(10) All egations where no formof personal relief to the enployee is
appropri ate.

(11) Management's right to reorgani ze and resultant new organizationa
structure.

(12) Reassignnent to a position at the sane pay rate. (This nmeans
reassi gnnent to another position within the sane pay band and wi t hout | oss of

pay) .

d. Right to Gieve. Al enployees have the right to present his or her
conpl aints and grievances to managenent officials for pronpt and equitable
consi derati on.

e. Representation

(1) The enpl oyee may be acconpani ed, represented, or advised, by a
representative of his or her own choosing. The representative's service nust
not result in a conflict, or apparent conflict of interest, with the priority
needs of the Navy, or cause unreasonable cost to the MAR activity. Menbers of
the activity's legal staff, or menmbers of the personnel staff, are not allowed
to act as enpl oyee representatives.

(2) The enpl oyee and his or her designated representative will be free
from constraint, coercion, discrimnation or reprisal stemmng fromthe
presentation of the grievance.

(3) The enpl oyee and his or her designated representative may use
reasonabl e amounts of official time, subject to supervisory approval, to
present a grievance. No enployer resources, such as typing assistance or
supplies, may be used.

(4) A grievance will be canceled: (1) At the enployee's request; or
(2) if the grievant resigns before a decision is reached and no question of
pay or other relief that could be granted is involved, or fails to neet stated
deadl ines; or (3) if full renedy is granted; or (4) if requested additiona
information fromthe grievant is not provided.

f. The Administrative G ievance Process. [Appendi X B contains detail ed
procedures concerning the adm nistrative grievance process.




BUPERSI NST 5300. 10
3 Dec 97

Chapter 7

RETI REMENT AND | NSURANCE

701. Background. Retirenment and insurance benefits for NAFlIs under the
cogni zance of BUPERS (Pers-65) are administered in accordance with the

requi rements of this instruction, except in the event of a conflict with the
of ficial plan documents for a particular benefit program In this case, the
of ficial plan docunent prevails.

a. Retirement and insurance benefits plans have been devel oped to provide
financial protection for enployees and their dependents. The plans include
life insurance, accidental death and di smenbernment, disability insurance,
conpr ehensive health insurance, worker’'s conpensation, retirement and savings,
and investnment. Participation in all plans (except Wrkers and Unenpl oynent
Conpensation) is voluntary for eligible enployees and a portion of the cost is
borne by the enpl oyee. Workers and Unenpl oynent Conpensati on benefits are
provi ded automatically at enpl oyer expense to all eligible enployees.

b. Brochures, containing cost and other specific information, should be
provi ded by NAFI managenent to eligible and participating enployees. These
brochures are updated as changes occur and may be obtained by contacting
BUPERS ( Pers-653).

702. Retirenent
a. Retirement coverage. BUPERS (Pers-65) provides a retirenment plan for

eligible enpl oyees. Retirenment benefit paynents under this plan are
integrated with social security benefits.

b. Definition of Eligible Enployee for Retirement Plan Purposes. Al RFT
and RPT enpl oyees who work a mini num of 20 hours or nore a week. At NAFIs
outside the U S. or its Territories, participation is further Iimted to U.S.
citizens.

c. Moluntary Participation. Enployee participation in the retirenent
plan is voluntary. The cost of the plan is shared by the enployee and the
enpl oyer. The enpl oyee cost is 1 percent of pay.

(1) New hire eligible enployees may participate in the retirement plan
after they have been enployed for 1 continuous year. Deductions for enpl oyee
contributions will begin after conpletion of this 1 year waiting period.
Eli gi bl e enpl oyees will receive retroactive credit for this 1 year waiting
period at no cost if they enroll within 31 days of conpletion of their first
year.
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(2) Enpl oyees who have a break in service of 30 days or nore nust
start another 1 year waiting period. Enployees who transfer between DOD NAFI s
wi thout a break in service do not have to serve another waiting period.

(3) Enpl oyees who becone eligible to join the retirenent plan because
of an enpl oynent category change to either RFT or RPT status will be processed
as new hires for retirement purposes as of the date their category changed.
Enpl oyees in these circunstances, who have previous credited retirenent
service, will retain that prior credit subject to all enployee contributions
havi ng been made.

(4) An eligible enployee may initially join the retirement plan at any
time after conpletion of the 1 year continuous service. Deductions for
payrol | purposes commence the first day of the first pay period after date of
signature, and coverage woul d comrence effective that date. However, no
retroactive credit will be given.

(5) Flexible enployees with 3 plus years of service whose status is
changed to regular can join the retirenent plan within 31 days of their status
change.

d. Credited Service. For retirenent plan purposes, the follow ng
definitions apply.

(1) Continuous Service. The period an individual is enployed, wthout
a break in service in a DOD NAFI, if not presently retired from anot her NAFI

(2) Credited Service. The period an eligible enployee is a
participant in any DOD NAFI retirenent plan, if not previously retired from
anot her NAFI

(3) Additions to Credited Service. After attaining eligibility for an
annuity, the following will be added to arrive at total credited NAFlI service
for conputing the anpbunt of an annuity.

(a) Unused sick |l eave in the enpl oyee's accrued sick | eave account
at retirement will be added to credited service to deternmne total credited
service, if the enployee applies for inmedi ate retirenent.

(b) Enployees in an authorized | eave w thout pay status, because
of honorable active U.S. nilitary service, remain in a "continuous service"
status not to exceed 5 years. This provision only applies if the enpl oyee
returns to enploynment with the same NAFI or anot her NAFI under BUPERS
(Pers-65) cogni zance within the period prescribed by Title 38, USC. Duplicate
NAFI service credits will not be granted for the same period of tine.
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e. Retirement Eligibility. To be eligible for a normal full benefit
retirement annuity, an enployee must be at |east age 62 and have 5 years of
conti nuous service.

(1) Normal retirement occurs on the first day of the nmonth coi nci dent
with, or next follow ng the date upon which the enpl oyee reaches age 62.

(2) An enployee may voluntarily retire early with benefits reduced by
a factor of 4 percent per year (1/3 percent per nmonth) within the 10-year
period prior to age 62, if the enployee has conpleted 5 years of continuous
servi ce.

(3) Enpl oyees who are age 55 with 30 years of continuous service, or
enpl oyees age 60 with 20 years of continuous service, may retire with a
retirement annuity unreduced for age.

(4) Enpl oyees may continue to make contributions and earn benefits
beyond age 65 until they retire.

f. Amount of Annuity at Normal (Age 62) or Optional Later Retirenent

(1) The retirement annuity payable to an enpl oyee conmmencing at his or
her normal, or later retirement date, will be the ampbunt of the annuity
formul a reduced by the social security offset.

(2) The formula is based on the enployee's years and nont hs of plan
service, the enployee's high 3 years average earnings, and the amount of the
soci al security pension to which the enployee is entitled at age 62. (A nore
detail ed explanation with exanples is provided in the plan brochure that is
provided to participating enpl oyees.)

g. Retention of Pension Rights. Wen a RFT enployee transfers from
anot her DOD NAFI which has a retirement plan that is different fromthe BUPERS
(Pers-65) plan, the annuity will be conmputed using conbined regular RFT or RPT
NAFI service credited for retirement conputation purposes.

h. Types of Annuity. The enployee's nonthly annuity is paid in nmonthly
installments after retirement. There are several options in regard to the
type of annuity to choose to suit an individual’'s retirenent needs. Enployees
shoul d be encouraged to consider these choices very carefully because they are
irrevocabl e after retirenent.

(1) The Single Life Pension. Under this option, an enployee receives
a full early or normal retirement annuity for life. \When the enpl oyee dies,
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paynments stop. The beneficiary is only entitled to the enployee's remsining
contributions and interest.

(2) Spouse Pension. Under this alternative, a retiring enpl oyee who
is married when pension paynent’'s start can elect to take a 10 percent

reduction in the nmonthly pension. |In return, the enployee's surviving spouse
woul d be entitled to 55 percent of the anount of the regular pension if the
enpl oyee dies. Payments will continue over the lifetinme of the surviving

spouse unl ess that spouse remarries before reaching age 60.

(3) Survivor Pension. This option for enployees allows the enpl oyee
to name a beneficiary and is very simlar to the spouse pension described
above. The only difference is that the anbunt of the enpl oyee's regul ar
pensi on and the anmount paid to a beneficiary will depend on the difference in
t he ages between the enpl oyee and beneficiary.

(4) Guaranteed Pension for 10 Years Certain. This option pays a
slightly reduced pension to an enployee for the rest of their lives. |f they
di e before getting benefits for the 10 years guaranteed, the same nonthly
benefit will be paid to the beneficiary for the rest of the guaranteed peri od.
If the enployee lives |onger than the guaranteed period, their benefit wll
not stop, but no benefits will be payable to a beneficiary after the enployee
di es.

(5) Social Security Level Pension. Enployees retiring before age
62 can have their pension adjusted so that they will receive a higher nonthly
benefit until they reach age 62 and start receiving social security benefits.
Once social security benefits begin, BUPERS (Pers-65) nonthly benefits will be
reduced to include the social security offset. This option keeps tota
retirement incone about the same throughout retirement, but will result in a
smal l er retirenent paynent after age 62 since the noney has been paid up
front.

i. Payment of Small Pension. The BUPERS (Pers-65) retirement plans
of fers a special provision for enpl oyees whose retirenment nonthly pension is
$50 or less a nonth or $600 a year

(1) If the enployee elects an annuity without a survivor benefit, the
foll owi ng applies:

(a) If the monthly benefit is between $20 and $50, the enpl oyee
can elect either a lunmp sum or a nonthly benefit. A [unp sum payment is
det erm ned by actuarial equivalent of the nonthly benefit based on age and
Iife expectancy.
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(b) If the monthly benefit is less than $20, the enployee wll
receive a lunmp sum paynent autonatically.

(c) If the monthly benefit is $50 or nore, the enployee will not
receive a |unmp sum paynent.

(2) If the enployee elects a paynent with a surviving benefit, the
foll owi ng applies:

(a) If the enployee's nonthly payment is between $20 and $50, the
enpl oyee will get a nonthly benefit automatically.

(b) If the enployee's nonthly benefit is $20 or nore before the
survivor’s reduction, but falls below the $20 afterwards, paynents will be
made nonthly.

(c) If the enployee's nonthly benefit is bel ow $20 before the
survivor’s reduction, the enployee will get a lunp sum automatically.

j. Death Benefits. Death benefits under the retirenent plan are provided
for BUPERS retirenment participants under one of the three follow ng
al ternatives.

(1) A surviving spouse annuity is payable upon the death of an
enpl oyee who is currently enployed and contributing to the retirement plan if:

(a) They have at |east 18 nonths of service.
(b) Have been married for a year or nore.
(c) Nanmed the spouse as the sole beneficiary.
(2) A survivor annuity is payable upon the death of a retired enpl oyee
who was receiving an annuity benefit and who designated an eligible survivor

to receive annuity paynents.

(3) A refund of the enployee's contributions plus interest, if
appl i cabl e.

k. Disability in Relation to the Retirenent Plan. Enployees who becone
di sabl ed may al so qualify for a retirenent pension. |f the enployee elects to
retire, payments under the Disability Plan will be offset by any paynent
received fromthe retirement plan. The follow ng options are avail abl e:

(1) If the enployee is eligible for normal retirenent, the enpl oyee
can elect to start getting a full pension as soon as disability starts.

7-5



BUPERSI NST 5300. 10
3 Dec 97

(2) Enpl oyees who are not eligible for normal full retirenent, but
have at | east 5 years of BUPERS NAF service, can el ect a reduced pension
starting as early as age 52.

(3) Enployees with fewer than 5 years of BUPERS service can elect a
[ unp sum paynment of contributions plus any interest.

|. Termination of Enploynent or Change in Enploynent Status. The
following options are avail able to enpl oyees when, for any reason other than
death, their enployment is termnated prior to their normal or early
retirement date, or enploynent status is changed so that they are ineligible
to continue to participate in the retirenent plan

(1) Option A. An enployee may have all his or her contributions
returned. In addition, if the enpl oyee has been enployed and contributed to
the plan for 3 full years, he or she will receive interest on these
contributions. No interest is payable for an enpl oyee who terni nates before
conpleting 3 full years of credited service.

(2) Option B. When an enpl oyee has conpleted nore than 5 years of
credited service, the enployee may elect to | eave his/her contributions in the
plan, and | ater when eligible, receive an annuity conmencing on his/her nornal
retirement date or his or her early retirement date comrenci ng at age 52.

m Coordination with other Benefits. Retirement or disability benefits

will be offset by the amount of workers conpensation benefits payable. Any
wor ker’' s conpensation i ncone received by a survivor annuitant derived from "on
the job" incurred disease or injury to the enployee will also be used as an

of fset against the survivors’ annuity payable under the retirenent plan

n. DOD Portability Programin relation to BUPERS Retirenent

(1) The Portability of Benefits for NAF Enpl oyees Act of 1990 gives
vest ed enpl oyees who nmove between GS and NAF in DOD an election to remain in
the retirement system of the |osing enploynment system This election is
irrevocable. Therefore, regardless of any future noves between NAF and ci vi
service enploynent, in or out of DOD, breaks in service, or retirenent status,
the enpl oyee's retirement coverage would remain with the plan in which the
enpl oyee elected to retain menbership

(2) If the enployee does not elect to retain coverage in the
retirement plan of the |osing enploynent system the enployee may elect to
join the BUPERS (Pers-65) retirement systemw thout transfer of |osing plan
service credit. This neans that the service conmputation date for the BUPERS
(Pers-65) Retirement Plan will be the date the enpl oyee joins the BUPERS
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(Pers-65) plan unless the enpl oyee has previous BUPERS NAF retirenent credited
servi ce.

703. Disability Plan. BUPERS (Pers-65) offers a disability plan that works
with sick | eave, social security, and workers conpensation to provide incone
protection for enployees for non-occupational disabilities.

a. Eligibility

(1) Al RFT NAF enpl oyees schedul ed to work at |east 35 hours a week
who work in the U S., or a US. citizen working overseas, who el ect coverage
and pay the required prem um

(2) If an enmployee is changed from RFT to RPT or flexible tine, and
the enpl oyee is scheduled to be on duty regularly not |ess than 40 hours per
pay period, and he or she has been in the life, medical, or disability plan
for at |least 1 year, he or she may continue in the life, medical or disability
benefit plans.

b. Enrollnment Requirenent. An eligible enployee may enroll in the plan
wi t hout providing proof of good health during the first 31 days after
eligibility. Enrollnent opportunities after this period are very limted and
subj ect to conpletion of evidence of insurability and approval by the
servicing insurance adm nistrator.

704. Workers' Conpensation Benefits. BUPERS (Pers-65) is responsible for
provi di ng, anmong ot her risk managenent progranms, worldw de workers’
conpensation i nsurance for NAF enpl oyees of specified NAFls. A detailed
expl anati on of workers conpensation procedures and policies are contained in
BUPERSI NST 5890. 1.

705. Unenpl oyment Conpensation Benefits. BUPERS (Pers-65) provides
unenpl oynent conpensation coverage for NAF enpl oyees of NAFIs under its
cogni zance. The unenpl oynent conpensati on programis adm nistered by

i ndi vidual State unenpl oynment offices.

706. Goup Insurance Benefits. BUPERS (Pers-65) provides a conprehensive
group insurance benefit program which includes |life insurance, accidenta
deat h and di smenbernent, conprehensive nedical and life, and nmedical benefits
for active and eligible retired enpl oyees.

a. Eligibility. RFT (35 hours or nore a week) NAF enpl oyees of NAFIs
under the cogni zance of BUPERS ( Pers-65). NAF enpl oyees of civilian NAFIs

are also eligible if participation is specifically approved by BUPERS
(Pers-65).
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(1) If an enmployee is changed from RFT to RPT or to flexible, and the
enpl oyee is scheduled to be on duty regularly not |less than 40 hours per pay
peri od, and he or she has been in the life, nedical, or disability plan for at
| east 1 year, he or she may continue in the life, medical or disability
benefit plans.

(2) Upon reinstatenent or reenploynment within 1 year by a NAFlI under
t he cogni zance of BUPERS (Pers-65), RFT NAF personnel desiring participation

nmust conplete a new application card for Goup Life and Health Plans. |If
rehired after 1 year, the enployee nust satisfy the eligibility requirenent
the sane as a new enployee. |If previously enrolled and paid up in the

di sability program and rehired within 1 year, no further contributions are
required of reinstated enpl oyees. For guidance concerning the retirenent
pl an, for reinstated/reenpl oyed enpl oyees, contact BUPERS (Pers-653) for
details.

b. Enrollnment Requirenent. Participation is voluntary and the enpl oyee
must pay a portion of the cost as set by BUPERS (Pers-65). Deductions will be
effective the first day of the first pay period after date of enroll nment.

El i gi bl e enpl oyees nmust enroll within 31 days of eligibility. Any enrollnents
after the initial eligibility period require conpletion of evidence of
insurability forms and approval by the servicing insurance conpany, and wil |l
be only during open enroll nent.

c. Life Insurance Program BUPERS (Pers-65) offers three types of
cover age.

(1) Basic life insurance. This coverage pays a death benefit equal to
an enpl oyee's basi c annual earnings, rounded to the next higher $1,000 plus
$2, 000.

(2) Optional Life insurance. This coverage pays additional benefits
equal to one or two tines an enpl oyee's basic annual earnings.

(3) Accidental death and di smenbernent (AD&D) insurance. This
coverage doubl es the ambunt of an enployee's insurance benefits if the
enpl oyee dies or is seriously injured in an accident.

(4) Life insurance coverage will continue for 12 nonths if an enpl oyee
can't work because of illness/injury, or is on approved | eave of absence
wi t hout pay and the enpl oyee continues to pay his or her share of the prem um

707. Medical Program

a. Eligibility. Enployees nust be scheduled to work 35 or nore hours per
week.
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(1) If an enployee is changed from RFT to RPT or to flexible tine, and
the enpl oyee is scheduled to be on duty regularly not |ess than 40 hours per
pay period, and he or she has been in the Iife, medical or disability plan for
at least 1 year, he or she may continue in the life, medical or disability
benefit plans, as long as he or she continues to nake the normal enpl oyee
contri bution.

b. Conprehensive Medical Benefits Program This plan covers nedica
expenses of eligible enployees and their eligible dependents which result from
serious or prolonged disabilities as well as fromordinary injuries or
di seases. Benefits will be payable for hospital expenses as well as nedica
expenses. This program covers a wi de range of medical services. BUPERS
(Pers-653) Benefit Program booklets contain detailed information.

C. Health Mintenance Organization (HMOs). At many | ocations, BUPERS
al so offers HMOs as an additional option for a medical plan. Information on
these plans is provided in plan brochures that should be made available to
enpl oyees.

d. Consolidated Omibus Budget Reconciliation Act (COBRA) Continuation
An additional benefit of the BUPERS (Pers-65) Health Plan is that nedica
coverage is extended for participating enployees and their covered dependents
after they |l eave a BUPERS NAFI. Coverage is provided under the follow ng
consi derations:

(1) The enpl oyee pays full cost (both enpl oyee and enpl oyer) of COBRA
Current rates may be obtained from BUPERS (Pers-653).

(2) Al'l enployees participating in the current Health Plan are
eligible. However, if the enployee has coverage under CHAMPUS or any ot her
group insurance, they are not eligible to elect the COBRA continuation.

(3) COBRA continuation will normally last up to 18 nmonths. For ot her
conditions, see the BUPERS (Pers-653) Benefits Bookl ets.

708. Savings and Investment Plan. This plan is a voluntary |long term savings
and investnment plan that should be viewed as a supplenment to the retirenent
plan. This plan allows enployees to save from 1 percent to 15 percent of
their pretax salary. This plan reduces the enployee's taxable incone and

| owers the enployee's incone taxes. This noney is invested in investnent
funds and is tax sheltered until the enpl oyee reaches 59 % years of age, or

t he enpl oyee term nates enpl oynent.

a. Eligibility. Al RFT or RPT NAF enpl oyees who work a mi ni num of
20 hours a week and who have been enployed for at |east 12 consecutive nonths.
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(1) If an enmployee is changed from RFT or RPT to flexible tine, and he
or she is scheduled to be on duty regularly not |ess than 40 hours per pay
peri od, he or she may continue in the retirenent or the savings and investnent
pl an.

b. Enrollnment. Enrollnent in the plan is allowed during an open
announced period effective the first pay period in January, April, July, and
Cct ober .

c. Change in Enrollnment. A participating enployee can increase or
decrease the amount of current contributions. Changes becone effective on the
dat e specified during any open enroll ment period. A participating enployee
may stop saving at any time and start again at the beginning of any quarter
There is no withdrawal of contributions until enployment with the NAFI has
term nat ed.

d. Savings Investment. Participating enployees can change their
i nvestment el ection at any tinme.

e. Wthdrawals. Enployees may wit hdraw nmoney fromtheir account when they
reach 59 Y% years of age, retire, become disabled, or |eave a BUPERS NAFI for
any other reason.

(1) Each enpl oyee's account is valued at the end of the cal endar
quarter. The lunmp sum bal ance at the end of a quarter will not be paid unti
60 days after that date when an enpl oyee terni nates enpl oynent for any reason

(2) If an enployee withdraws his or her contributions upon term nation
of enploynment, prior to age 59 ¥ BUPERS (Pers-65) will automatically take a
20 percent mandatory Federal tax w thhol ding on these contributions unless the
enpl oyee elects a direct rollover to another tax deferred account. The
enpl oyee may al so have to pay a 10 percent excise tax on any |unp sum paynent
received.

(3) An enployee may not w thdraw contributions fromthe plan while
still employed, except for severe hardship reasons subject to approval by the
pl an's trustees.

709. Retiree Group Insurance Benefits. |In addition to the group insurance
pl ans nmentioned above, an enpl oyee may be eligible for benefits under the
BUPERS (Pers-65) Health and Life Insurance Plans after retirenment based on a
conbi nati on of age and | ength of service. BUPERS (Pers-65) will provide this
coverage at no cost to retirees.
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a. Retired Medica
Age Years of NAF Service Consecutive Years in Plan
62 5 5
60 or 61 20 15
55-59 30 15
Retiree coverage will be the sane as that provided to active enpl oyees and
will change if the active coverage changes. It will continue until the
retiree reaches age 65, at which tinme the retiree will be eligible for
Medi care. Should the retiree's dependent(s) reaches age 65 before the
retiree, coverage for that person wll stop.

b. Retired Life Insurance. Retiree |ife insurance coverage will continue

when the enpl oyee has been in the life insurance plan for 5 consecutive years,
is age 52 or older when retired from BUPERS NAF service, and gets a nonthly
pension fromthe BUPERS (Pers-65) Retirement Plan.

(1) The amount of retiree life insurance coverage depends on when the
enpl oyee retires as an active BUPERS NAF enpl oyee, and how | ong the enpl oyee
is in the plan imrediately prior to retirement.

(a) If the enployee has been in the plan for at |east 15 years and

retires at age 62 or older, the retirees’ life insurance coverage wl|l
continue in full until the retiree reaches age 66. After age 66, coverage
wi Il be reduced 25 percent a year until it equals 25 percent of the origina

coverage anount.

(b) If the enployee has been in the plan for at least 5 years and
retires at age 62 or later, the retirees’ life insurance coverage will equa
25 percent of the amount the enployee has just before retirement, subject to a
$2000. 00 mi ni rum and a $10, 000 maxi num

(c) If an enpl oyee defers his or her annuity benefit until a later
date, the retiree will not be eligible for life insurance coverage.

710. Open Enrollnment Period. Enployees who initially decline to enroll for
medi cal or life group insurance benefits are given an opportunity to enrol
during an annual "open enrollnment" period, which occurs in Novenber each year
Enpl oyees el ecting to enroll during the open enroll ment period may be required
to submt a statenent of physical condition. Upon approval, coverage and
deductions will be effective the first pay period after 1 January of each
year.
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711. Prohibitions

a. Enployee Contributions Required. The group insurance and retirement
benefit plans are offered to enpl oyees on a voluntary, contributory basis and
the rates are set centrally. Thus, paynment by any BUPERS NAFI of the
enpl oyee's contribution is prohibited.

b. Participation in Oher Plans. Local NAFI participation in |abor
organi zation, or other |ocal group enployee benefits in lieu of the plans
of fered by BUPERS (Pers-65), is prohibited.

712. Benefit Participation for Off-duty, Mlitary Personne

a. Since off-duty, nilitary personnel are not permitted to work nore than
34 hours per week at any BUPERS NAFI, they are not eligible to participate in
the Group Life or Health Insurance Pl ans.

b. Of-duty, mlitary personnel who are classified as RPT, and work a
m ni mum of 20 hours a week, may participate in the retirenent and savi ngs and
i nvest ment pl ans.

713. Portability. Enployees who convert from NAF to GS, and elect to remin
in the NAF retirement system nust elect to participate in the GS retired
medi cal and life prograns upon retirement. They will not be eligible for

BUPERS NAF retired |ife and nedical coverage. Enployees who convert from GS
to NAF, and elect to retain the GS retirement system may be eligible for the
BUPERS NAF medi cal and life insurance programif they neet the eligibility
descri bed in paragraph 707. Appendix K contains detailed information
concerning portability between NAF and GS systens.
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CHAPTER 8

EMPLOYMENT | N OVERSEAS LOCATI ONS

801. Backaround

a. Employnment of civilian U.S. citizens and their dependents in BUPERS
NAFls in foreign areas will be handled in accordance with this instruction,
and applicable DOD and State Department regul ations.

b. DOD and Navy policies and | aws governi ng enpl oyment practices for NAF
personnel in the Continental U S. (CONUS) basically apply overseas to U S.
citizens and U.S. nationals, and are consistent with existing treaties or
agreements with host countries. The enploynent conditions for locally hired
non-U.S. citizen enployees will be based on custons and practices in the areas
and provisions of the country-to-country agreenents. The NAF personne
policies developed in any one area will apply uniformy to all NAF el enents of
the U S. Forces in the sane area

c. DOD Directive 1400.6, DOD Instruction 1400.10, and DOD 1400. 25- M
whi ch prescribes the policies currently governing civilian personnel enployed
by DOD Conponents in CONUS and overseas, have been admi nistratively extended
to NAF enpl oyees.

d. No MAR organization will cause any actual or potential liability to
APFs by reason of enploynent of NAF personnel or use by such enpl oyees of non-
U S. Government facilities in foreign areas except as authorized by DOD
Directive 1015.6, or as otherw se specifically authorized by regul ati ons and
procedures approved by the Secretary of Navy or designee.

e. APF logistical or adnministrative support of NAF enpl oyees in foreign
areas will be on a reinbursable basis except where exenpted by the provisions
of DOD Directive 1015.6, or otherw se specifically exenpted.

802. Enploynment of Non-U S. Citizen Off-duty Enlisted Mlitary Personnel
Wages for a non-U. S. citizen enlisted nmilitary personnel, enployed in a
civilian capacity during off-duty hours by NAFls, will be the sane as their

U S. citizen counterpart. Wges for non-U. S. citizen dependent enpl oyees wil|l
be those established by cognizant overseas area commanders (Cl NCLANTFLT,

Cl NCPACFLT, and Cl NCUSNAVEUR) .

803. Enploynment of Non-U S. Citizens. The enployment of non-U. S. citizens by
Armed Forces overseas is covered by DOD Instruction 1400.10. The instruction
suppl enents DOD Directive 1400.6, which is the basic DOD policy governing
civilian personnel of the DOD in overseas areas.
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a. Local Nationals. The enployment conditions for locally hired non-U.S.
citizen enployees will be based on custonms and practices in the areas and
provi sions of the country-to-country agreements. The NAF personnel policies
devel oped in any one area will apply uniformy to all NAF elenments of the U S.
Forces in the same area with the basic nanagenment needs of the U.S. Forces.
Local laws and custonms will be followed in the enpl oyment and admini stration
of local nationals to the extent that such | aws and custons are conpati bl e.

b. Third (O her) Country Nationals. The inportation of workers from
anot her country by a NAFI will only be made when personnel requirenments cannot
be met by local hire. Wen it beconmes necessary to do so, arrangenents shoul d
be made with the host governnent to pernit inportation of workers who are
acceptable to the host country.

c. Resident Aliens. Resident aliens will be enployed in accordance with
agreements nmade with the host country.

804. U.S. Citizens Recruited in the U.S.

a. Wen it has been determined that |ocal nationals, US. citizens, or
U.S. nationals residing in the host country do not possess the necessary
training or experience for a particular NAF position, civilian personnel may
be recruited fromthe U S. to fill these positions. |n general, such
personnel will be Iimted to key managenent or supervisory positions, and
t hose positions regarded as essential for security reasons.

b. Rates of pay for U S. citizen NAF enpl oyees, who are conpensated under
the NR-4-6 Salary Plan and who are recruited in the U S. and its territories
and possessions for overseas assignnents, will be fixed in conformty with
rates paid for work of a conparable level, difficulty, and responsibility, to
t hat of NAF enpl oyees in the U S.

805. Allowances and Differentials

a. Authorization. Subject to pre-enploynent negotiation, allowances and
differentials for U S. citizen/U S. national enployees in foreign areas may be
aut hori zed.

b. Controls. Allowances and differentials will be provided in accordance
with the provisions of DOD 1401. 1M and Departnent of State Standardized
Regul ati on (Governnent Civilians Foreign Areas) subsections 031.11, 031.12a,

b, and c, 031.2 and 031.13. Allowances and differentials will not exceed
those provided to civil service enployees in conparabl e positions.
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c. Limtations

(1) The husband, wife, or dependent of a person enployed in a NAF
activity under the cognizance of BUPERS (Pers-65) who is stationed, enployed,
or a resident in an overseas area, is not eligible for all owances or
differentials when he or she is there prinmarily to be near their sponsor

(2) In the case of U.S. citizens/U S. nationals recruited locally
overseas who may claimallowance/differential eligibility, extrenme care nust
be exercised to ascertain that the prospective enpl oyee has not held other
i nteri menpl oynent between his or her last entitlenent eligibility. The
enpl oyee shoul d not have exited the country on official "end of assignment”
travel orders and reentered at his or her own expense for the purpose of
establ i shing residence, or seeking enploynent with an instrumentality of the
U.S. Government. Such interimenploynment, or exit and reentry, would
di squalify the enpl oyee for any allowance/differential eligibility.

806. Relocation Travel and Househol d Goods Costs for Enpl oyees Recruited in
the U.S.

a. Mbvenent Overseas

(1) Subject to pre-enployment negotiation, commndi ng officers in
foreign areas may authorize costs for travel and novenent of househol d goods
not to exceed the limtations set forth in the Joint Travel Regul ations,
volunme |1, provided sufficient local NAFI funds are available to defray these
expenses. A Transportation Agreenent nust be executed when these entitlenments
are offered to a NAF enpl oyee ([Chapter 1, section 111|applies).

(2) Enpl oyees who conplete less than 1 year of enploynment with the
NAFI that has paid these relocation costs will be required to reinburse the
NAFI for these costs unless the debt is forgiven by the |ocal comuandi ng
of ficer.

b. Relocation Costs for Return Hone

(1) Return travel and novenent of househol d goods costs upon
conpl etion of an overseas tour may be authorized at a | evel that does not
exceed the limtations set forth in the Joint Travel Regulations, volume II.

(2) Funds nust be reserved by the activity to pay for costs to return

t he enpl oyee to his or her home of record in the U S., its territories or
possessi ons, upon conpletion of the enployee's tour. Any costs of this return
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transportation, beyond those associated with return to the enpl oyee's hone of
record, will be borne by the enployee or the gaining activity.

(3) Enployees are not entitled to return relocation costs until they
have conpleted their tour of duty, unless otherw se approved by the | oca
conmandi ng of ficer

807. Continuous Service in Foreign Areas. BUPERS NAF enpl oyees who were
recruited in the US., its territories or possessions, or otherwi se qualify
under that criteria and who have satisfactorily conpleted the established tour
in the foreign area, should submt a current SF-171, Optional Form (OP) 612,
or resune, to BUPERS (Pers-653) at |least 6 nonths prior to conpletion of a
tour unl ess the enpl oyee has negotiated a tour renewal agreement with the
installation commander. The SF-171, OP 612, or resune, will list at |east

t hree geographic areas, in order of preference, for priority placenent

consi derati on. BUPERS (Pers-653) will assist the enpl oyee, whenever possible,
to obtain his or her position of choice. |Figure 8-1 provides an exanple of a
tour renewal agreenent.

808. Return Rights

a. Purpose. To provide an opportunity for NAFls |ocated outside the
50 states to have access to high quality stateside talent and to ensure a
measure of job security for NAF enpl oyees who take assignnents outside the 50
st ates.

b. Eligibility. Return rights consideration is limted to NAF enpl oyees
in grades NF-4 and above who have been enpl oyed within the BUPERS NAF system
for nore than 2 years at a NAFI located within the 50 states before sel ection
for a position outside the 50 states.

c. Negotiated Return Rights

(1) Local NAFI Return Rights. The enployee is responsible for

initially negotiating return rights with the Iosing NAFI. Return rights are
limted, in this case, to the last position held by the enployee in the |osing
NAFI. The return rights agreenment nust be in the formof a "Menorandum of

Under st andi ng" si gned by both the conmmandi ng of ficer and the enpl oyee and duly
Wi t nessed.

(2) BUPERS NAF Enpl oyee Return Rights. |If return rights are not
approved at the local level, the enployee may request return rights, in
witing via the chain of command, from BUPERS (Pers-65). Any request nust be
submitted and approved in witing in advance of comencenent of travel to the
assi gnment outside the 50 states. Approval of BUPERS (Pers-65) return rights
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will be in witing and on a_linted and selective basis. BUPERS (Pers-65)

will guarantee return rights to a position in a NAFl |ocated within the

50 United States conparable to the last position held within the states.

"Hi ghest previous rate" consideration will be given for service in the
overseas NAFI. Placements will be made without any geographical limtation on
BUPERS ( Pers-65) .

d. Tour Conpletion

(1) Once extended to the enployee, return rights are contingent on the
successful conpletion of the normal tour for the area by the enpl oyee.
Failure to nmeet this requirenent nullifies a return rights agreenent.

(2) Enpl oyees nust inform BUPERS (Pers-653) of their intention to
exercise return rights not later than 6 nmonths before the conpletion of their
tour outside the 50 states. Before return rights can actually be exercised,
however, the enpl oyee nmust be within 30 days of successful conpletion of the
tour requirenent.

e. Duration of Return Rights. Return rights nay be negotiated for a
period not to exceed the length of the normal tour for the area. Return
rights may be renegotiated for one additional tour if approved by both the
af fected NAFI s and BUPERS (Pers-65).

f. Refusal of Ofer Under BUPERS Return Rights Program |If an enpl oyee
exercising return rights under the BUPERS (Pers-65) portion of this programis
of fered a conparable position within the 50 states and refuses the offer, his
or her return rights will be cancel ed.

g. Relocation Funding for BUPERS Return Rights. When an individua
accepts a conparabl e of fer under the BUPERS (Pers-65) return rights program
the gaining NAF activity will fund the difference between returning the
enpl oyee to his or her last place of enploynent within the 50 states and the
new duty station.

h. MWiivers. Any exceptions to the policy rmust be approved by the
appropriate NAFls which enploy the individual and BUPERS (Pers-653).

809. Entitlenent to Government Quarters and Facilities

a. NAF enployees in positions for which it is necessary to recruit from
the U S. will be accorded full menbership in the joint overseas nilitary and
civilian teamto which they nake a significant support contribution. Each
overseas mlitary conmander will provide facilities under his or her
jurisdiction, including Government quarters and fam |y housing, to NAF
personnel, in accordance with the policies set forth in DOD Directive 1400. 6,
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and other pertinent regulations. The principle of equal treatnent of NAF
personnel with APF personnel at equivalent grade levels will be foll owed.

b. US. citizen/U S. national NAF personnel traveling on officia
busi ness may occupy tenporary CGovernnent quarters, including guest houses,
under the same terns and with the sane eligibility as APF.

810. Medical and Health Services. U S. citizen/U. S. national NAF enpl oyees
wi Il have access to the sane nedical and health service provided APF
personnel, in accordance with the provisions of Title 5, USC, 7901. and OPM
regul ati ons.

811. Privileges. U S. citizen/U S. national NAF personnel w |l be afforded
the sane privileges provided their counterparts who are APF civilian personne
in the same overseas area, to the extent pernmitted by country-to-country

agreements. These will include comm ssary, exchange, |aundry, transportation
postal services (APO and FPO), recreation, and religious facilities. The
basis for extending the privileges of clubs and nesses will be according to

grade and position responsibility, as determ ned by overseas commanders.

812. Hone lLeave. Honme leave is granted on the basis that it is earned by
service abroad for use in the U S., the Conmonwealth of Puerto Rico, or
possessions of the U S. The provisions of OPMregul ati ons are hereby

admi ni stratively extended and govern home | eave for eligible NAF enpl oyees
recruited in the U S. and enpl oyed in overseas areas.

813. Renewal Adreenent Travel. Enployees who have conpl eted the agreed
peri od of continuous creditable service outside the U S., and outside the
enpl oyee's place of residence if such residence is in the Commonweal th of
Puerto Rico, or in any of the possessions of the U S., and who agree in
witing to serve an additional tour of duty at the same or another overseas
NAFI, may be authorized renewal agreement travel at the expense of the

enpl oyi ng NAFI in accordance with the JTR, volume II.

a. Renewal agreenent travel is allowed froman enpl oyee's overseas post
of duty to his or her place of actual residence at the time of appointnment or
transfer and for the enployee's return to the sane or another overseas post of
duty.

b. Time is not chargeable to leave while in a travel status as long as
the travel is by the nost direct route.

c. Upon reaching the place of actual residence, the enployee will be
charged annual |eave, hone | eave, or |eave w thout pay, as appropriate.
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814. Energency Leave and Travel. Energency |eave may be granted to U S
citizen/ U S. national NAF enpl oyees assigned outside the U S. and entitled to
return transportation in cases of enmergencies, such as serious injury,
illness, or death in the enployee's famly, who is located in the U S. The
peri od of emergency |eave, including travel time, will be charged to annua

| eave. |If the enployee has no accrued annual |eave, he or she may be pl aced
in a |l eave-w thout-pay status. Such enpl oyees nay be provi ded gover nment
transportation on a space-available basis. Red Cross confirmation of the
emer gency shoul d be secured prior to the approval of the | eave and
transportation.

815. Local Holidays in Foreign Countries. Local national NAF enpl oyees may
be authorized time off to observe certain |ocal, national holidays. Such
aut horization is subject to country-to-country agreenments. Wen all or part
of an installation is closed in observance of such a local holiday, and U S.
citizens, U S. nationals, and third country nationals are prevented from
wor ki ng, they will be assigned to other work if possible. Oherw se, such
enpl oyees may be excused wi thout charge to | eave or | oss of pay.

816. Enpl oyee Benefits. Insurance, retirenent, medical, and other enpl oyee
benefits for local national NAF enpl oyees are established by agreements with
the host country. Regardless of the place of their recruitnent, U S. citizens
wi Il earn annual |eave and accrue sick |eave credits in accordance with the
pol i cy governing enpl oyees in CONUS, as outlined in Chapter 5|

817. Care and Disposition of Remnins of Deceased Enpl oyees. Al'l benefits
aut horized for the care, preparation, and disposition of the remains of
deceased U.S. citizen enployees of the DOD paid from APF wi |l be accorded
equally to RFT and RPT U. S. citizen NAF enpl oyees who are enpl oyed outside of
the CONUS, and who are not dependents of U S. military personnel who woul d
otherwi se be entitled to such care and di sposition of remains fromAPF. Al
items and expenses authorized to be furnished by the government on a

rei mbursable basis will be billed to and funded by the enpl oyi ng NAFI

818. Evacuation of NAF Enpl oyees and Fam |y Menbers

a. Heads of DOD Components will prescribe regulations, subject to the
approval of the Secretary of Defense, governing NAF enpl oyee entitlement in
emergency situations; procedures for financial assistance to NAF fanily nember
evacuees; and enpl oynent status of NAF paid personnel during and after an
evacuation or crisis situation.

b. Entitlement to energency evacuation for NAF enpl oyees, as well as the

paynment of allowances and benefits, is authorized for eligible enployees as
prescri bed by the Department of State Standardi zed Regul ati ons.
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819. DOD Schools (DODDS). Wth the enactment of Public Law 101-189, the
Secretary of Defense has authorized dependents of NAFI enployees to enroll in
t he DODDS systemon a tuition-free basis.
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EXAMPLE

TOUR AGREEMENT/ TOUR RENEWAL AGREEMENT FOR
U S. CITIZEN U. S. NATI ONAL NAF EMPLOYEES
NONAPPROPRI ATED FUND | NSTRUVENTALI Tl ES
I' N FOREI GN AREAS

1. Policy. Nonappropriated fund (NAF) personnel regulations do not limt the total |ength of
time that a NAF enpl oyee may spend overseas. However, as an admi nistrative process, BUPERS
(Pers-65) requires execution and approval of a tour agreenent or tour renewal agreenent for each
tour of duty served by a NAF enployee. This agreement nust be executed and approved by the
installations commander prior to conpletion of an Initial or Renewal Transportation Agreenent for
Over seas Enpl oyees (DD Form 1617).

2. Agreenment. | HAVE READ AND UNDERSTAND THE FOREGO NG POLI CY STATEMENT. | CERTIFY THAT |
UNDERSTAND AND ACCEPT THE FOLLOWN NG CONDI TI ONS OF EMPLOYMENT:
a. The normal tour of enploynent in (Nanme of Foreign Area) is:
Acconpani ed nmont hs
Unacconpani ed nmont hs
b. The decision as to whether or not to approve an enpl oyee request for tour renewal is a
command prerogative. Disapproval of a request for tour renewal will result in ny separation from
enpl oyment and term nation of U S. Governnent sponsorship. This sponsorship is required if |
wish to renain in as a nonresident alien. Term nation due to comrmand

refusal to renew a tour agreenment is considered a non-disciplinary action that may be appeal ed
only on the grounds of procedural error or alleged discrimnation.

c. In the event it becomes necessary to term nate nmy enpl oynent, by reason of conpletion of
a tour, the Bureau of Naval Personnel will attenpt to assist ne in obtaining a position in ny
area of choice.

Dat e Si gnature of Enpl oyee

Position Title Posi ti on Pay Band/ Grade

Name and | ocation of NAFI

approval
di sapproval

I nstall ati on Cormander Dat e

Di stribution:
Original: Enployee Record
Copi es to: Enpl oyee, Personnel

Figure 8-1
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CHAPTER 9

STANDARDS OF CONDUCT AND ETHI CAL BEHAVI OR

901. |Introduction. This chapter was prepared to provide guidance to all NAF
enpl oyees on behaving and perform ng professionally and ethically as
prescribed by DON regul ations. Wile explicit, absolute, and continua
adherence to all applicable regulations should be the goal, performng wthin
the intent of the regulations is the ultimtely desired achi evenent.

902. Reasons for Proper Training. NAF enployee performance will inprove and
problems will decrease proportionally to each NAF enpl oyee's understandi ng of,
and comitnment to standards of conduct, governnent ethics, and fraud, waste,
and abuse prevention and reporting.

903. Cuidance/lnstructions

a. This chapter is only a summari zed gui de. Questions should be resol ved
using the nost recent revision of the applicable statutes, regul ations,
policies, and/or local authorized Standard Operating Procedures (SOP).

b. Doubts/questions should be resolved through research of applicable
regul ati ons; use of the chain of command; and consultation with the comrmand
ethics counsel or, or other designated command | egal representative.

c. BUPERS (Pers-65) branch representatives are avail abl e upon request to
provi de gui dance on probl em subjects (e.g., procurenent, disposition of NAF
property, services contracts, sponsorship, single-source procurement, sanme
famly hires, dealing with terninated enpl oyees as contractors, etc.)

d. Al problems should be resolved at the | owest possible level in the
chai n of conmand.

e. The follow ng docunents contain the detailed rules, regulations,
pol i cy, guidance and information regarding standards of conduct, governnment
ethics, and fraud, waste, and abuse prevention and reporting, that applies to
all Navy enpl oyees:

(1) DOD Directive 5500.7R, Joint Ethics Regul ation
(2) SECNAVI NST 5370. 7R, DOD/ NAVY Hot Line Program

(3) SECNAVI NST 5430. 92A, Assignnent of Responsibilities
to Counteract Fraud, Waste, and Abuse Rel ated Inproprieties Wthin the DON

904. Responsibility. Responsibility and accountability for ensuring
conpl i ance rest upon supervisors, conmrandi ng officers, and their superiors.
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However, it is the responsibility of every enployee to ensure he or she is
conpletely aware of the rules of ethical conduct and behavior specified by the
instruction and at all times, behave accordingly.

905. Penalties. Penalties for violations of ethics standards and rul es of
conduct prescribed by DOD Directive 5500. 7R i nclude the full range of

statutory and regulatory sanctions for civilian and military personnel. A
violation of the instruction's provisions is punishable in accordance with the
Uni form Code of MIlitary Justice for mlitary personnel. Violations are also

the basis for disciplinary action ranging froma Letter of Reprimand to

term nation for civilian enployees. Under current DON regul ati ons, enpl oyees
are encouraged to seek the advice of agency ethics officials. O ficial

di sciplinary action for violation of regulatory standards will not be taken
agai nst an enpl oyee who relies on such advi ce.

906. Sanple Ethical Decision Mking Process

a. To nake the best ethical choice or judgenment, a decision maker needs
the foll ow ng:

(1) A conpl ete understandi ng of the situation/problemand the
envi ronnent .

(2) A thorough conceptualization of the DOD, DON, NAF and | ocal rules
and regul ations that bear on the situation/problem

(3) Acommitment to ethical behavior and adherence to the standards of
conduct by which to exani ne the pending decision and/or action (i.e., an
et hi cs check).

b. The deci sion maker should ask the follow ng about the pending decision
or proposed action:

(1) Is it legal and is it authorized? WII | be violating civil |aw
or current DOD, DON, NAF, and/or local rules and regul ations?

(2) Is it balanced? 1s it fair to all concerned in the short term as
well as the long tern?

(3) How will it make nme feel about nyself? WII it nmake ne proud?
Wuld | feel good if ny decision and/or action was published in the newspaper?
Wuld | feel good if ny famly knew about it?

(4) Am | being sensible, political, and tactful? How can |/we
acconpl i sh the outcone of this choice/decision and maintain positive working
rel ati onshi ps?
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907. Bedrock Standards of Conduct. To maintain the public's confidence in
our institutional and individual integrity, all DON personnel wll:

a. Avoid any action, whether or not specifically prohibited by the rules
of conduct, which mght result in, or reasonably be expected to create an
appear ance of:

(1) Using public office for private gain.

(2) Gving preferential treatnment to any person
or entity.

(3) Inpeding Government efficiency or econony.
(4) Losing conpl ete i ndependence or individual inmpartiality.
(5) Making a government decision outside official channels.

(6) Adversely affecting the confidence of the public in the integrity
of the government.

b. Do not engage in any activity or acquire or retain any financial or
association interest that conflicts or appears to conflict with the public
interest of the U S. related to their duties.

c. Do not accept gratuities from DOD contractors unless specifically
aut horized by |l aw or regul ation.

d. Do not use their official positions to inproperly influence any person
to provide any private benefit.

e. Do not use inside information to further a private gain.

f. Do not wongfully use rank, title, or position for comrercia
pur poses.

g. Avoid outside enploynment or activities inconpatible with their duties
or which may discredit the Navy.

h. Never take or use Governnent property or services for other than
of ficially approved purposes.

i. Do not give gifts to your superiors or accept them from your
subordi nates when it is not appropriate to do so.
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j. Do not conduct official business with persons whose participation in
the transaction would violate | aw or regul ations.

k. Seek ways to pronpote efficiency and econonmy in Governnent operations.

. Preserve the public's confidence in the Navy and its personnel by
exercising public office as a public trust.

m Put loyalty to the highest noral principles and to country above
loyalty to persons, party, or CGovernnent departnent.

n. Uphold the Constitution, |aws, and regulations of the U S. and never
be a party to their evasion.

o. Gve a full day's labor for a full day's pay, providing earnest effort
to the performance of duties.

p. Never discrimnate unfairly by the di spensing of special favors or
privileges to anyone, whether for renuneration or not, and never accept for
hinsel f or herself or for famly menbers, favors or benefits under
ci rcunmst ances which nmight be construed by reasonabl e persons as influencing
t he performance of Government duties.

g. Mke no private prom ses of any kind binding upon the duties of
of fice.

r. Do not engage in business with the Government, whether directly or
indirectly, inconsistent with the conscientious performance of Governnent al
duties.

s. Expose corruption wherever discovered.

t. BUPERSI NST 1710. 13 (Operation of Navy Messes Ashore and Package
Stores), Chapter 4, establishes clear regulations and standards to contro
consunpti on of al coholic beverages and entertai nment prograns in MAR
activities. These standards have been established to pronote responsible
al cohol i ¢ beverage service and provide a safe and whol esome at nosphere for al
patrons using these facilities. They require the support of all MAR
enpl oyees. Accordingly, violation of al coholic beverage control or
entertai nment standards (even as a first offense) by managers, or staff
menbers, are grounds for term nation in accordance with normal separation
procedures described in SECNAVI NST 5300. 22.

u. Heads of NAFlIs will provide all NAF and APF enpl oyees training on an
annual basi s.
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CHAPTER 10

CHARACTER AND SUI TABI LI TY REQUI REMENTS

1001. Purpose. This chapter prescribes policies and procedures to ensure
that applicants and NAF civilian enpl oyees of NAFlIs under the cognizance of
the BUPERS are suitable for appointnent. It provides rules for handling

i nformati on uncovered during personnel investigations which reflects adversely
upon the general character, conduct, suitability and reliability of an
applicant or of a NAF enpl oyee.

1002. Appropriate Action to Take Concerning Adverse Information. During
personnel investigations, information may be uncovered which reflects
adversely upon the general character, conduct, suitability, and reliability of
an enpl oyee, which, if known, would have disqualified the enpl oyee either for
appoi ntnent or for appointnment to the position in which serving. Wen for
suitability (as opposed to security) reasons, the enpl oyee cannot be retained
in the current position, but separation from enployment is not considered
necessary, the enployee should be reassigned or dempted to a position in which
the deficiency is not a bar to enploynent. Wen such action is not possible
due to the gravity and nature of the derogatory suitability information, or
the nature of the work in the enploying activity or the lack of another
position, it may be necessary to separate the enpl oyee.

1003. Managenent Procedures

a. Denotion or renmoval action on suitability grounds will be processed
under the established procedures for basic disciplinary actions. Reassignnment
is not appeal able but may be grieved by the enployee in accordance with
est abl i shed procedures. BUPERS (Pers-653) should be notified whenever an
action is taken agai nst any NAF enpl oyee for suitability reasons.

b. In the processing of reassignnment, denotion, or term nation on
suitability grounds, certain safeguards nust be observed. Information
contained in Naval Crimnal Investigative Service (NCIS) reports may be used
as grounds for the above actions, provided confidential sources of such
informati on are protected, and provided the Director, NCI'S or the appropriate
Head of the local NCI'S office authorizes use of the information. The
Director, NCIS will obtain the necessary decision fromother investigative
agencies as to whether their respective reports may be so used if such
decision is not already a matter of record.

c. Information frominvestigative reports, which has occasioned the
contenpl at ed adverse action but which in itself is not acceptable as evidence,
may be made the basis for the independent devel opnment of unclassified evidence
to serve as grounds for the proposed action, provided there is simlar
protection of confidential sources and the responsible investigative agency.
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d. If security considerations preclude using the investigative
i nformati on as evidence, or as the basis for devel opi ng evidence that may be
used, and the enployee is serving in a nonsensitive position, the adverse
action cannot be taken.

1004. Guidelines for Making Suitability Determ nations

a. These guidelines provide a basis for uniformity in making suitability
determ nati ons for NAFI enploynent. The many conplexities in human behavi or
precl ude the devel opment of a single formto assist the exam ner in deciding
i ndi vi dual cases. Guidelines are based on the concept that each case nust be
decided on its own nerits. They attenpt to provide a setting in which
intelligent and uniformsuitability judgnments are possible and depend on sound
judgment, mature thinking and in-depth analysis.

b. Examiners nust consider all information, both favorable and
unf avor abl e, and assess rel evance, recency, and seriousness. They should al so
be m ndful that their objective is to evaluate the fitness of applicants and
enpl oyees in a manner that will pronmote the efficiency of the government while
assuring fair, inpartial, and equitable treatnment of the individual
Protecting the interest of the government is a first responsibility, but it
al so must be renenbered that suitability decisions directly affect people's
lives and careers.

c. An applicant may not be denied consideration for enploynent and an
enpl oyee may not be renoved, except for such cause as will pronote the
efficiency of the activity. There nust be sonme rational connection between
the individual's conduct and the efficiency of the activity.

d. Keys to equitable suitability determ nations are the adequacy of the
i nformati on and the objectivity of decisions based upon it. Adverse decisions
based solely on information furnished in an application or related papers
shoul d be rare. In nost cases, additional facts nust be obtained to enable
the exam ner to determ ne whether the conduct in question is of such a nature
t hat enpl oying the person would inpair the efficiency of the service.
Disqualification is appropriate only if the information at hand supports a
concl usion that the conduct nay reasonably be expected to interfere with
ef fective job perfornmance

e. OPNAVINST 1700.9 establishes guidelines for child care and youth
enpl oyees.

1005. Factors to Consider in making Decisions. Application of the general
specific, and additional factors in this section should result in decisions
which are fair to the individual and to the concept that any personnel action
shoul d pronote the efficiency of the service.
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a. GCeneral Factors. |In determ ning whether an action will pronote the
efficiency of the activity, the evaluator will make the decision on the basis

of these considerations:

(1) Whether the individual's conduct may reasonably be expected to
interfere with effective job performance

(2) Whether the conduct of the individual may reasonably be expected
tointerfere with or prevent effective performance by the enploying activity.

b. Specific Factors. Any of the following factors nay be considered a
basis for disqualification in making a determ nation on the application of the
general factors.

(1) Delingquency or msconduct in prior enploynent.
(2) Crimnal, dishonest, infanmous, or notoriously disgraceful conduct.

(3) Intentional false statement or deception or fraud in exani nation
or appoi nt ment.

(4) Habitual use of intoxicating beverages to excess.
(5) Abuse of narcotics, drugs, or other controlled substances.

(6) Reasonabl e doubt as to the loyalty of the person involved to the
government of the U.S.

(7) Any statutory disqualification which makes the individual unfit
for the service.

c. Additional Factors. |In naking a determ nation, the evaluator wll
consider the follow ng additional factors to the extent they are deened
pertinent in the individual case.

(1) The position for which the person is applying, or in which the
person is enmployed, including its sensitivity.

(2) The nature and seriousness of the conduct.

(3) The circunstances surroundi ng the conduct.

(4) The recency of the conduct.

(5) The age of the applicant or appointee at the time of the conduct.
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(6) Contributing social or environmental conditions.

(7) The absence or presence of rehabilitation or efforts toward
rehabilitation.

1006. Guidelines for Applying Specific Factors

a. Delinguency or M sconduct in Prior Enploynment

(1) Delinquency or misconduct in a previous job may or may not have
resulted in dismssal. For purposes of a suitability decision, concern should
be focused upon the act or conduct itself and not upon the fact of disnissal
To disqualify a person for an unsatisfactory enploynment record, the evidence
must show a pattern of conduct which would be inconpatible with successfu
performance in the position.

(2) The nature of any delinquency or msconduct while in nilitary
service should be the governing factor in determning suitability, rather than
the type of discharge. Consideration will be given to the findings of the
Depart ment of Labor when eval uating the circunstances of an Qther Than
Honor abl e di scharge, which has been subnitted to that agency for rehabilita-
tion determinati on under the provisions of Chapter 80 of Title 10, USC. When
the applicant subnits an exenplary rehabilitation certification issued by that
department, it should be considered persuasive evidence of rehabilitation with
respect to the offense that led to the Gther Than Honorabl e di scharge.

However, an independent determ nation nmust still be nmade on the individual's
overall suitability in such cases.

(3) Special procedures are required in cases where there has been a
renoval for either of the foll owi ng reasons:

(a) Security. |If there has been a renmpoval or a resignation (while
under suspension or after the enpl oyee has been informed that charges were to
be preferred) in the interest of national security or under statutory
authority giving the power of sumary (e.g., section 7532 of Title 5, USC
(Public Law 81-733) or other simlar |law) and there is no evidence of a
subsequent cl earance, the case should be referred to BUPERS (Pers-653) for
consi derati on.

(b) Prohibited Political Activity. |If there has been a separation
for prohibited political activity, the case should also be referred to BUPERS
(Pers-653) for necessary consideration.

b. Criminal, Dishonest, Infamus or Notoriously Disgraceful Conduct.
This is the broadest of the disqualification factors and one that nost
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frequently overlaps with others. It inplies behavior which is outside the
normal pattern and is generally unacceptable in our society. The conmponents
are di scussed separately bel ow. Wen overlapping occurs, it will be necessary

to apply the guidelines for each particular disqualification and to consider
the whole in determining the effect it may have on promoting the efficiency of
the service

(1) Crimnal Conduct

(a) The Federal governnment has established a policy providing for
t he enpl oyment of rehabilitated crimnal (Prisoner Rehabilitation Act of 1965,
P.L. 89-176). This concept should be applied in all suitability matters
i nvol ving crimnal conduct regardl ess of whether there was an arrest,
convi ction, or inprisonment.

(b) A few statutes, such as those dealing with crimnal offenses
of treason, destruction of public records, and riots and civil disorders,
specifically provide that persons convicted under themw Il not hold, or wll
be disqualified from hol ding, any position under the U S. The statutes are
found in OPMregul ations. Oherwi se, the privilege of holding a position in
t he Federal government is not automatically prohibited by reason of crimna
conduct .

(c) Persons who have recently commtted serious crinmes involving
basi ¢ questions of honesty, integrity, and character, are usually disqualified
for Federal enploynment, unless they have established records of
rehabilitation. |In determining fitness in these cases, the primary concern is
the nature of the crimnal conduct rather than the fact of conviction. The
circunmst ances |l eading to arrest may have a genui ne bearing on a person's
future for Federal enploynment even though there was no crimnal conviction
The fact that an arrest without conviction or forfeiture of collateral is not
required to be shown on application forns, does not preclude the governnent
from devel opi ng and eval uating the facts involved when it nakes a fitness
determ nation for enploynment. Enploying activities will decide the fitness of
an applicant or appointee with a record of |law violations on an individua
basi s.

(d) Arrests. If a person's record shows that he or she has been
arrested on a nunmber of occasions, or for a single serious crine, but that the
charges have been di sm ssed or not prosecuted, nore facts are usually needed
before a decision is made. Al pertinent facts should be considered before
maki ng a decision in the case. Fitness decisions are adnministrative in nature
and are based on facts which establish a person's conduct and actions, not
solely on the | egal outcone of a crimnal proceeding.
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(e) Convictions. Arrest records, officers' reports, and court
records are generally considered in deciding cases involving crinina
convictions. \When an individual has been inprisoned, information concerning
his or her prison record, the extent of his or her rehabilitation, and rel ated
matters shoul d be obtained fromthe appropriate prison, probation, and parole
officers. Then, all facts nmust be considered to determ ne whet her enpl oynent
of the individual could reasonably be expected to have an adverse effect on
the efficiency of the service.

(f) Lndictnents. An application froma person who is under
indictment for a serious offense will be accepted, but he or she will not be
consi dered for appointnent. The applicant will be inforned that he or she
will not be considered for appointnent until a disposition of the case has
been subnmitted. Upon receipt of this evidence and foll ow ng any necessary
investigation, a suitability deternination will be made. Activities should
i kewi se suspend consideration for enployment until a disposition is nmade of
pendi ng crim nal charges.

(g) Juvenile Crinmes. A juvenile offender is one who comrmitted an
act in violation of a law, regul ation, or ordi nance before his or her 18th
birthday, and the offense was finally adjudicated in a juvenile court or under
a youth offender law. A juvenile offender is not required to answer
affirmatively a question as to whether he or she was convicted for an offense
agai nst the | aw when the question is asked in NAFlI enpl oyment application
forms. Arrests which were adjudicated in a juvenile court may not be used by
an activity to disqualify a person for appointnent to a NAFI position. |If the
of fense was adjudicated in a court other than a juvenile court, or under a |aw
other than a youth offender law, the applicant is required to answer
affirmatively any questions on convictions which nay appear on applications
and appoi ntment papers, regardl ess of the person's age at the tine the offense
was committed.

(h) The arrest for which a juvenile offender was required to
appear before a juvenile court may not be used to disqualify himor her for a
position in the Federal service.

(i) A person whose conviction has been set aside under the Federa
Youth Corrections Act, or simlar state authority, need not list a conviction
in response to a question asking for this kind of information in any
application for Federal enploynent. |f convictions set aside under the act
are admitted, they may not be used to disqualify a person for any exam nation
or for appointment in a NAFlI position

(j) Expunged Records. Some states authorize expungenent of a
record of arrest or conviction in certain circunstances. An applicant for
Federal enploynment is not required to adnmit in his or her application a record
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of conviction when that record has been expunged under state or Federal | aw.
Even though a crimnal record may have been expunged, the exam ner, in making
fitness determ nations, nust concern himself/ herself with the fact and
circunmst ances of the behavior initially alleged to have been crimnal, not
with the |l egal ramfications of expunged records.

(k) Pardons. |If a presidential or gubernatorial pardon is granted
on the basis of a person's innocence, the applicant may be accepted for
consideration inmedi ately after the date of the pardon, regardless of the type
of position involved. Wen there has been a pardon for another reason, ful
information will be needed for consideration under the additional factors
listed in paragraph 1005 of this chapter

(2) Dishonest Conduct. Dishonest conduct is an act or failure to act
whi ch indicates deliberate disregard for the rights of others, generally
t hrough the use of lies, fraud, or deceit. The follow ng exanpl es of
di shonest conduct are not intended to exclude other types of conduct which may
al so invol ve di shonesty:

(a) M sappropriation, or msuse of funds.

(b) Falsification of records or accounts, or willful failure to
keep accurate records or accounts.

(c) Theft.

(d) O fer or acceptance of a bribe.

(e) WIIlful disregard for just financial obligation
(f) WIlful disregard for the truth.

(3) Infanpbus or Notoriously Disgraceful Conduct

(a) The disqualification for infanmous conduct relates to those few
i ndi vi dual s whose social behavior is so bizarre or so clearly aberrant that
the conduct in itself evidences depravity. Such things as incest, child
abuse, bestiality, self nmutilation, and sinmlar acts are of such a nature that
t he enpl oyment of the individual clearly would not pronote the efficiency of
service. |n such cases, the behavior in itself would be sufficient grounds
for disqualification for any position in the Federal service. Only conclusive
evi dence of rehabilitation of the individual woul d warrant a favorable
det ermi nati on.

(b) Notoriously disgraceful conduct is that conduct which is
shameful in nature and is generally known and tal ked of in a scornful manner.
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It is inmportant to recognize that in nobst instances, the presence of notoriety
and public censure would be the prime consideration in making an adverse
finding, rather than the shameful conduct itself. Evaluators nust be carefu
to avoid letting personal disapproval of such conduct influence their
decisions. Disqualification in such cases is warranted only when the

notori ety acconmpanyi ng the conduct can reasonably be expected to adversely
effect the person's ability to performhis or her job, or the activity's
ability to carry out its responsibilities.

(¢) Individual sexual msconduct will be considered under the
gui des di scussed above. Persons may not be disqualified from Federa
enpl oyment sol ely on the basis of honpsexual conduct.

(4) Intentional False Statement or Deception or Fraud in Exam nation
or Appoi nt ment

(a) This disqualification may be used only if the fal se statenent,
deception, or fraud concerns a material fact. A material fact is defined as a
fact requiring serious consideration by reason of having a certain or probable
bearing on the proper determnmination of the matter to which it relates. Since
an intentional false statement, conceal ment, or msrepresentation nmust relate
to a material fact to be disqualifying, an ineligible rating should not be
made solely on the basis of the statement, conceal nent, or m srepresentation
itself. The disqualifying fact or facts should be cited as the primary basis
for action. Intentional false statements, conceal ment, or nisrepresentations
may be cited as additional reasons for action

(b) If intentionally or deliberately made, the conceal ment of, or
a fal se statement or misrepresentation about, a material fact would normally
be disqualifying if discovered during the first year of enploynent. However
since each case nust be decided on its own nerits, this is a guideline rather
than a firmrule. The conceal ed conduct, or act, may be of such quality in
predicting performance that disqualification would be warranted if discovered
nore than a year follow ng appointnent. Usually, no corrective action should
be taken if the intentional falsification, conceal nent, or msrepresentation
is discovered after 5 years from appoi ntnment, unless the person is
di squalified by law. The sane general rule is applied when appointnent is
obtai ned by fraud in examination or appointnment. Exanples of fraud in
exami nati on or appointnment are: |npersonation in examnation; collusion in
exam nation; assumng identity of a person who has eligibility; altering the
grade score on any docunent related to enployment or application for
enpl oyrment; altering the condition of discharge on di scharge docunments; and
altering college transcripts to qualify for a position in which specific
educational attainment is a requirenent.
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(5) Habitual Use of Intoxicating Beverage to Excess

(a) Public Law 91-616, enacted on Decenmber 31, 1970, provides that
"no person may be denied or deprived of Federal civilian enploynment or a

Federal professional license or right solely on the grounds of prior alcoho
abuse or alcoholism" This law affords full opportunity for enpl oynent

consi deration to those who have been al cohol abusers but now are rehabilitated
or make genuine efforts to becone rehabilitated. |t encourages rehabilitation

by elimnating penalties for past abuse. Wile the |aw prohibits denial of
enmpl oyment sol ely on the grounds of prior alcohol abuse, the Federa
government is not required to enploy persons who are abusing al cohol on a
current and continui ng basis.

(b) Rehabilitation is not necessarily time-framed. There can be
strong evidence of rehabilitation covering a brief period of tine in one case
whereas in another case the individual may have been undergoing rehabilitative
treatment for a |longer period, but has shown little or no personal positive
effort toward rehabilitation.

(c) The final decision nust be based on whether there is
continui ng al cohol abuse, and if not, whether the effects of recent use of
i ntoxicants habitually to excess woul d reasonably be expected to interfere
with job performance or activity mission.

(d) The di scussion above refers only to applicant and appoi ntee
cases, not to enployee cases which develop after the entry suitability
determ nati on has been made. In cases arising after the entry suitability
det erm nati on has been nade, the activity must be guided by internal and
Depart ment of Navy procedures.

(6) Abuse of Narcotics, Drugs, or Other Controlled Substances

(a) Public Law 92-255, the Drug Abuse O ficer and Treatnent Act of
1972, states that "No person may be denied or deprived of Federal civilian
enmpl oyrment...solely on the basis of prior drug abuse." Since the |anguage in
P.L. 92-255 and P.L. 91-616 (al cohol abuse) is identical for all practica
purposes, it may be concluded that the intent and purpose of these |aws are
the sane. Consequently, the sanme guideline discussed above for al cohol abuse
will be applied when determ ning suitability in cases involving prior drug
abuse. The quality of the rehabilitative effort, in the final analysis, nust
be the controlling factor in both prior drug and al cohol abuse cases.

(b) The difference in adjudicating cases involving drugs and

al cohol occurs in cases involving current and continuing use. |n cases
i nvol ving current noderate use of al cohol, disqualification, based on use
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al one, would be inappropriate. The justification for allow ng noderate use of
al cohol in suitability decisions is based on the fact that such use is
general ly an accepted form of behavior in our society and in nost
jurisdictions is legal. Also, noderate social use of alcohol is generally
known to have little significant relationship to a person's ability to perform
effectively in npst civilian positions, and has no apparent effect upon the
activity's ability to carry out its responsibilities.

(c) The sane concl usi ons cannot be reached when eval uati ng cases
i nvol ving current use of drugs. Drug use is not a generally accepted form of

behavior in our society, and in nost jurisdictions, is illegal. For this
reason, enploynment in the Federal service should ordinarily be denied to those
who currently use illegal drugs, narcotics, or other controlled substances.

(d) The infinite pattern of drug usage and the variety of their
varied effects on human behavi or precludes full elaboration on all types of
drug cases. Each case should be adjudicated on its own nerits after needed
information on the follow ng factors has been obtained: |npersonation in
exam nation; how the drug was obtained; type of drug used; for each type of
drug used, the date started and the | ast date used; circunstances and
environnent at the start of drug use; circunstances and environment at the
time of discontinuance of drug use; assistance in cure and rehabilitation
nature of treatnent and prognosis; social behavior and attitude since
di sconti nuance of drug use; and history of previous rehabilitation efforts.

(e) Avalid determination will depend heavily upon a
t horough assessnment of each case. Along with all available data on prior use
and subsequent rehabilitation, consideration nmust be given to the degree of
adverse effect the occupant of the position to be filled could bring about in
t he Federal service.

(f) While continuing use of any controlled substance (including
marijuana, LSD, and others that is common and readily obtainable) is
di squal i fying, no specific period of rehabilitation can be established. The
length of time since the last date of drug abuse is only one factor in
determ ning rehabilitation and nust be considered with other factors such as
the type of drug used, the extent of drug use, and the quality of
rehabilitation efforts.

(g) As in the case with al cohol abuse, the above discussion refers
only to applicant and appoi ntee cases. Drug abuse cases arising after the
entry suitability determ nation has been nade will be handl ed under activity
i nternal procedures.

(7) Reasonable Doubt as to the Loyalty of the Person Involved to the
Government of the U. S
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(a) Traitorous or disloyal acts are disqualifying. In addition,
knowi ng and active menbership in an organi zati on whose stated aimis
destruction of the constitutional form of governnent by unconstitutional neans
with the specific intent to carry out that destruction and engaging in
activities with the intent to destroy this constitutional government by
illegal nmeans, will result in disqualification

(b) I'n cases involving a reasonable doubt as to the loyalty of the
applicant or enployee to the government of the U.S., the nexus between
disloyalty and inability to serve is self-evident. The problemfor
suitability exam ners arises when there exists a bona fide question of loyalty
of nore subtle nature, or to a | esser degree than outright disloyalty. An
exam ner nust be able to make this distinction since his or her concern, when
considering the loyalty criteria, nmust relate to a person's loyalty to the
form of governnent and not to a current policy or program This nmeans that a
person's right to peacefully assenble, dissent, and protest will not be a
matter of concern in making a suitability deternination. Wen persons in
their protest beconme involved in violence, destruction of property,
interference with rights of others, intimidation or other criminal conduct,
even if that protest is against Governnent policies or progranms, consideration
as to suitability is proper.

(8) Any Statutory Disqualification Wiich Makes the Individual Unfit
for Service. Only persons who are legally disqualified are automatically
excl uded from enpl oynent in NAF positions. Judgmental factors are not
i nvol ved where | egal bars exist. The various |aws contain specific enpl oynent
restrictions which nust be enforced. When a person is excluded by such
restrictions, notification of ineligibility should be in witing, citing the
appropriate statutes. For exanple, Public Law 90-351 (Title 5, USC, 7313)
pl aces restrictions on the enployment of persons convicted in connection with
certain riots.

1007. Guidelines for Applying Additional Factors

a. GCeneral. As pointed out in discussing specific factors above, certain
types of personal conduct are disqualifying without regard to the additiona
factors. Exanples of such conduct are current use of intoxicants habitually
to excess, current drug abuse, and all statutory disqualification.

b. Additional Consideration. In the majority of cases, consideration
nmust be given to the additional factors bel ow

(1) Kind and Sensitivity of Position. The |evel of responsibility and
the sensitivity of the position will have consi derabl e bearing on the
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reliability, trustworthiness, and ethical behavior expected of the occupant of
the position. On the other hand, there are certain types of conduct which
should result in disqualification regardl ess of the position.

(2) Nature and Seriousness of the Conduct. Exaniners should not set
unreasonably hi gh standards and vi ew m nor transgressions as disqualifying.
Nei t her should they be overly perm ssive and all ow the Federal service to
become a haven for the untrustworthy, unethical nor dishonest. Serious
crimnal conduct should normally result in disqualification, but convictions
of a m nor nature should not be used to disqualify an otherwi se eligible
applicant or enployee. |n considering the seriousness of the incident or
conduct, the acid test is whether enploynment of the individual will adversely
affect the efficiency of the service.

(3) CGircunmstances Surrounding the Conduct. The nature and seriousness
of the actual incident or conduct are inportant as pointed out above, but of
equal inportance are the circunstances under which it occurred. Therefore,
sufficient information nmust be at hand before this factor can be applied. In
many cases, there are mitigating circunstances of which the exani ner should be
aware before an intelligent evaluation can be nade.

(4) Recency of the Conduct. This consideration relates directly to
rehabilitati on when the issue involves disqualification factors such as drug
abuse, habitual use of intoxicants to excess, and criminal, infanmous or
not ori ously disgraceful conduct. |In such cases, the quality of the
rehabilitation effort is nmore inportant than the amount of time which has
el apsed since the problemexisted. An isolated occurrence, which has
suitability inplications, that took place in the renote past would not likely
be disqualifying. A serious act of m sconduct which occurred recently woul d
normal |y be disqualifying, but not before facts are obtained to determ ne
whet her mitigating circunstances are evident.

(5) Age of the Applicant or Appointee at Tinme of the Conduct. Since
yout hful indiscretions often are committed in the | apse or absence of mature
judgment, suitability decisions should be tenpered with that in mnd
Suitability exami ners nust also take this factor into account to ensure that
an otherw se qualified individual is not denied enpl oynent because of an act
conmitted as a young person when it is established that the appoi ntnent or
retention of the person would not adversely affect the efficiency of the
servi ce.

(6) Contributing Social or Environmental Conditions. |n adjudicating
suitability issues, the exam ner should have sufficient information to
establish the extent that social or econom c environnment played in influencing
specific actions or conduct in general
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(7) Absence or Presence of Rehabilitation or Efforts toward
Rehabilitati on. Once a person has denonstrated affirmative evidence of
rehabilitation, regardl ess of prior transgressions, a favorable suitability
decision may result. Since tine |limts are arbitrary in nature,
rehabilitati on shoul d not be defined exclusively in terns of a tine frane.
Suitability decisions should be based on the quality of positive efforts
toward rehabilitation, not upon a specific tinme span.
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CHAPTER 11

SPECI AL PLACEMENT PROGRAM

1101. Introduction. The BUPERS (Pers-65) Base Realignnment and C osure (BRAC)
Speci al Pl acement Program (SPP) was created to assi st NAF enpl oyees schedul ed
for, or actually separated, due to BRAC acti on.

a. Highlights of the programincl ude:

(1) Eligible BRAC NAF enpl oyees may register for up to 2 years
(i.e., up to 1 year before and 1 year after separation).

(2) The program provides different |levels of placement assistance to
BRAC NAF enpl oyees in CONUS, at overseas non-foreign activities, and at
overseas foreign activities.

(3) Based upon registrations, BUPERS (Pers-653) provides all Navy NAF
MAR activities with a nonthly SPP Bulletin. This bulletin rmust be cl eared
bef ore placement actions are taken

(4) Al enployees receive priority rights or consideration
(i e., freeze position vacancies) or are considered for nost vacancies for
which registered in their total comruting area.

(5) Enpl oyees may register for two different positions.
(6) Performance determ nes placenment priority.

(7) Activities may pronote, reassign, or detail their own enpl oyees
within the activity w thout considering SPP candi dates.

(8) CONUS pay band 3, 4, and 5 enpl oyees may register for other
conmuti ng areas besides their own.

(9) Enpl oyees registering for placenment assistance outside of their
conmuting area nust pay their own relocation costs unless the |osing or
gai ning activity agrees to pay.

(10) CONUS and overseas non-foreign activities have been assigned to a
gi ven commuting area. Overseas foreign areas are exenpt fromthis program
except in the placement in CONUS of BRAC NAF enpl oyees with transportation
rights.

b. Managenent plays the key role by assisting enployees to conplete the
required programregi stration formand ensuring that its nanagers/supervisors
abide by the letter and spirit of the program Enpl oyees nust provide
accurate data, and insure that tinely changes to initial data input are
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provided so that the data base is up-to-date. BUPERS (Pers-65) is responsible
for oversight and adm nistration of the total program

1102. Explanation of Terns

a. BRAC Base. A Navy facility included in the DOD BRAC listing for
real ignment, or closure.

b. Commuting Area. Geographic area in which enployees nornally comute
to and fromwork (this is often expressed in terns of 50-60 miles or 1 hour
fromthe site of enploynent). Each Navy NAF MAR activity has been assigned a
conmuting area code (Figure 11-1).

c. Prime Commuting Area. Conmuting area for which an enpl oyee or
applicant is registered for inclusion in Part A of SPP Bulletin.

d. Secondary Commuting Area. Commuting area, or areas, for which an
enpl oyee is registered for inclusion in Part B of the SPP Bulletin.

e. Eligible SPP Registrant. Navy NAF non-probationary enployees, and
fl exible enpl oyees at BRAC designhated activities who have conpleted 3 years of
NAF service, and whose npbst recent record of performance rating is at |east
"satisfactory." (Service need not have been continuous, nor served in sanme
NAFI . )

f. Matching SPP Registrant. Eligible SPP registrants whose position
title, series, grade, and enpl oynent category matches an organi zation's
position vacancy.

g. Position Vacancy. Navy NAF position vacancies are used for SPP
consi deration. Those positions expected to be established for beyond 1 year
are considered "continuing positions." Those to be established for 1 year or
| ess are considered "tenporary positions.” SPP registrants may opt to be
consi dered for both types of positions. The acceptance of a tenporary
position allows the registrant to continue his or her registration in the SPP
until a continuing position is offered, or until registration expires.

h. Enployees. NF, UA AS, PS, NA NL, NS, and GSE enpl oyees of Navy NAF
MAR activities, BQ, and civilian NAFIs.

i  OCONUS. Navy activities |ocated outside the Continental U S. in non-
foreign areas.

j.- Special Placenment Program (SPP). Worldwi de sel ective placenment
program for providing assistance to BUPERS Navy NAF enpl oyees at a BRAC
activity scheduled to be separated, or actually separated due to BRAC acti on.
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k. SPP Bulletin. The placenent instrunent of the SPP. It is published
and distributed by BUPERS (Pers-653) to Navy NAF activities worldw de. The
bull etin has placenent information on enpl oyees from BRAC activities seeking
pl acenent assistance who are scheduled for, or actually separated. Navy NAF
activities nust make sure there are no candidates on the SPP Bulletin before
filling vacancies. Part A of the SPP Bulletin contains the names of al
regi strants, by conmuting area, who have priority placement rights or priority
consideration rights to specified positions in that conmuting area. All BRAC
registrants froma single comuting area are listed in this part. Part B of
the SPP Bulletin contains a listing of registrants in pay band 3, 4 and 5 and
UA/ NS/ GSE equivalents. In Part B, npost registrants may register for two
conmuting areas (other than their own).

. Priority I. This placenment priority is afforded to all registrants of
Parts A and B of the SPP Bulletin who are in a performance category of
"silver" or "gold" (i.e., highly satisfactory or outstanding). Such
registrants are given priority rights (i.e., they "freeze" vacancies in MAR
activities, under specified conditions, when their SPP registration data
mat ches vacant Navy NAF MAR position(s)).

m Priority Il. This placenent priority is afforded to all registrants
of Parts A and B of the SPP Bulletin who have a perfornmance rating of "bronze"
(satisfactory). These registrants are given priority consideration for al
mat ched vacanci es. Consi deration does not confer a right to "freeze" matched
vacanci es, nor does managenent have to justify the non-selection of such
regi strants.

n. Position Freeze. A process that requires the selection of a SPP
candidate to fill a vacancy. The SPP does not force managers to take
"mat ched" Priority | registrants agai nst NAF vacanci es under recruitment. In
fact, when such a match occurs with a Priority | registrant in Part A of the
SPP Bul | etin, managenent may fill the position in spite of the matched
Priority | registrants as long as the NAF selectee is fromwi thin the
organi zation with the vacancy. When a match occurs with a Priority |
registrant in Part B of the SPP Bulletin, managenent may again fill such
vacancy as long as the selectee is a NAF enployee in a NAF activity within the
same commuting area as the organization with the vacancy. Managenent has the
option of withdrawing a recruitnment action rather than offer such to SPP
regi strants. However, when this is done, the vacancy stays unfilled until the
"mat ched" registrants no | onger appear in the SPP Bulletin, or until selection
is made from an authorized source.

0. Stand Alone Activities. Such activities have few other Navy
activities in their proximty, thereby providing Iimted placenent
opportunities for BRAC enpl oyees in that comuting area. Assigned activities
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are provided with a nunber (e.g., N1, N-2). Each of these "N' coded
activities are treated as separate comuting areas for placenment purposes.

1103. Eligibility and Registration

a. Policy. The SPP provides placenent assistance for up to 1 year before
and 1 year after separation to eligible Navy NAF enpl oyees at BRAC bases who
are:

(1) Involuntarily separated or schedul ed for separation by BBA

(2) Schedul ed for separation due to declination of functional transfer
outside of their prinme commting area.

b. Registration Eligibility. To neet basic eligibility, Navy NAF
enpl oyees nust be enpl oyed by a BRAC base, installation or facility and nust
be either:

(1) A regul ar nonprobationary enpl oyee.

(2) Aflexible enployee with 3 or nore years of NAF service (need not
be continuous service, nor served in sane NAFI).

c. The enployee's nost recent performance rating/apprai sal nmust have been
at |east satisfactory.

(1) Enpl oyees with an annual, or recent nonannual, |ess than
satisfactory rating are not eligible to register in the SPP. However, to deny
regi stration under such circunstances, nanagenment nust have issued the
enpl oyee a Letter of Caution based on performance. At the conpletion of the
period of time allowed in the Letter of Caution, nmanagenent nust rerate the
enpl oyee. Based upon the new appraisal, the enpl oyee should either be
separ at ed, reassigned, downgraded, or rerated as "satisfactory" or above, and
if appropriate, allowed to register in the SPP. (NOTE: Those individuals
placed in different positions are provided with a presunptive rating of
satisfactory for 120 days after which they are provided with a regul ar
performance review and appropriate rating.)

(2) Once enpl oyees are given new annual performance ratings, they may
update their registration for possible changes in their initially registered
performance category. Changes are made through the registrant's NAF activity.
Responsi bility for ensuring that such changes are made rests with the
registrant.
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d. Registration Tining
(1) Managenent will decide the timng of enployee registration. This
latitude is afforded in that facilities scheduled for closure do not normally
continue to operate at maxi mum capacity right up to a closure date. |Instead,

the schedule for closure nmight call for a long drawn out process. Draw downs
usual |y necessitate a planned phase-out of jobs. Under these conditions,
managenment may allow the registration of NAF enpl oyees fromone or nore type
of positions/functions, while other enployees in the same NAFI may not be

all owed registration at that sane tine.

(2) The registration and placenent consideration process is sonmewhat
protracted. Managenment should allow for programregistration 12 nonths before
it is reasonable to assume that a given position, function, or programis due
to be term nated, or drastically reduced due to the BRAC decision. This nmeans
t hat enpl oyees may be registered in the SPP for up to 2 years (i.e., 1 year
prior to projected BBA notices plus 1 year fromdate of actual BBA
separation).

(3) Registration decisions on the part of managenent are crucial for
enpl oyees, since the |onger enployees are registered, the better their chances
are for placement consideration. Managerment should assure that it applies
t hese decisions in an equitable manner that can be readily explained to
enpl oyees. These actions mght also best be accepted by enployees if they are
orally expl ained, thereby allow ng for a question/answer approach

(4) Registration on the SPP does not bind managenent to maintain an
enpl oyee in a paid status during any period of enroll nment.

e. Changes in Reqgistration Data

(1) Enpl oyees who have initially registered for a given job title,
series, grade, and enploynent category, and subsequently have a change in
either job/position, series, grade, or enployment category as a result of BRAC
phase-down deci si on/actions, will be allowed to remain in the SPP for
job/position, series, title, grade/band, and enpl oynment category for which
initially registered.

(2) For example, a BRAC enployee is registered in the SPP as
Supervi sory Recreation Specialist, NF-0188-04, with an enpl oynment category of
regular full tine. 1 year after registration, the enployee's position has
been changed to a Recreation Specialist, NF-0188-03, with an enpl oynent
category of flexible (such changes were necessitated by the BRAC draw down and
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corresponding loss of mlitary clienteles). Since this change in status cane
about due to BRAC action, the enployee is allowed to stay registered in the
SPP using original registration data.

f. Local SPP Coordination

(1) Each BRAC activity nust appoint a BRAC SPP Coordi nator who will be
responsi ble for the administration of the SPP at that installation.

(2) Once a BRAC installation closes, SPP responsibilities will be
transferred to a continuing NAF activity which will assune all SPP
responsibilities for regi stered BRAC enpl oyees fromthe cl osi ng BRAC
installation. BUPERS (Pers-653) will coordinate the assignnent in conjunction
with appropriate Echelon |l commands.

g. Commuting Area Codes and Registration. Understanding Commuting Area
Codes is inperative in understanding the SPP, and assisting enpl oyees during
the registration process. Navy NAF enpl oyees at BRAC facilities or
installations are provided with different degrees of placement assistance,
dependi ng on the |location of their organization (i.e., whether the
organi zation is in CONUS, in an overseas nonforeign area, or in an overseas
foreign area). The following is an explanation of conmuting area codes and
regi stration:

(1) CONUS Activities

(a) The SPP enphasi zes pl acenent of CONUS and overseas nonforeign
BRAC enpl oyees within the area in which they currently work. This is also
called the "prine commting area."

(b) The first placenment enphasis in the SPP is to offer placenent
priority to all eligible BRAC enpl oyees for Navy NAF vacancies in their prine
conmuting area. This is acconplished by placing such registrants in Part A of
the SPP Bull etin.

(c) Al CONUS Navy NAF activities have been assigned a lettered
Conmut i ng Area Code.

(d) For example, all Navy NAF activities in the Jacksonville,
Fl orida area has been assigned Code "C." This code covers NAS Jacksonville,
NAS Cecil Field, NAVSTA Mayport, and SUBASE Ki ngs Bay, GA. This group
i ncl udes one BRAC base (i.e., NAS Cecil Field). As the Cecil Field BRAC
cl osure date approaches, enployees at Cecil Field will be given priority
pl acenent rights to Navy NAF MAR position vacancies at NAS Jacksonvill e,
NAVSTA Mayport and SUBASE Kings Bay. (Such registrants are placed in Part A
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of the SPP Bulletin.) The program also allows enployees at Cecil Field in pay
bands 3, 4 and 5 (and UA, GSE, NL/NS equivalents) to register for another two
CONUS conmmuting areas (secondary), and to receive priority placenent

assi stance for Navy NAF vacancies in those secondary commuting areas. Such
registrants are placed in Part B of the SPP Bulletin.

(e) Many activities do not share their commuting area codes with
other activities. These "stand alone" activities have all been placed under
Code "N," and provided with their own nunmber, e.g., NAVSTA Mbile, Al abama is
a "stand al one" activity; therefore, coded "N.” However, since there are so
many "N' coded activities, each has been provided with their own "N' code.
For exanple: NAVSTA Mbile, AL is Code N-29 and NAS Lenpore CA is Code N-25.

(f) Eligible registrants in Part B of the bulletin can register
for enpl oyment assistance in up to two secondary conmuti ng areas besides their
prime conmmuting area. Thus, the nore activities in a comuting area for which
they register, the nore chances are inproved for continued enpl oynent. For
exanpl e, the Norfol k comruti ng area contains 13 different Navy NAF MAR
activities. It would appear that this would be a good choice for Part
B registrants.

(g) Selecting an "N' code activity limts registrant
opportunities. For exanple, by selecting "N' activities as his or her two
choi ces under Part B of the bulletin, the registrant will receive placenent
assistance at only two activities. |If the same registrant had sel ected Code
F (Norfol k) and Code J (San Di ego) as his or her two choices, the chances of
enpl oyment are enhanced since these comruti ng areas contain 23 Navy NAF MAR
activities.

(h) In assisting enployees to register in the SPP, managenent
shoul d also include the |list of BRAC closures in its deliberations. For
exanpl e, Comuting Area Code K, San Franci sco/ Gakl and, contains 7 Navy NAF MAR
activities, and on the surface woul d appear to be a good choice as a commuti ng
area for Part B (secondary commuting area) registration. But a review of the
list of BRAC cl osures shows that 5 of 7 bases are on the closure |ist.

(i) Finally, nmanagenment shoul d enphasize to Part B registrants
t hat continued enpl oyment should be the objective. Thus, registration for
conmuting area codes with several Navy MAR activities should be encouraged,
rather than exotic or "stand al one" activities that offer fewer enploynent
opportunities.

(2) Overseas Non-Foreign Areas (OCONUS). Commuting Area Codes and
Regi stration.
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(a) Except for enployees serving under a transportation agreenent,
enpl oyees at overseas nonforeign activities included on a base closure listing
may only register and be considered for SPP placenent in their own comuting
area (i.e., eligible NAF enpl oyees of all grades may only register for Part
A of the SPP Bulletin). As such, they are not authorized to register for

secondary comruting areas. (NOTE: |In all cases, overseas nonforeign
activities, at any specific location, are in one conmmting area. Exanple:
Puerto Rico has been coded as "O-4,”, i.e., one conmuting area and contains

NAVSTA Roosevelt Roads and NAVSECGRU Sabana Seca.)

(b) Otherwi se eligible Navy NAF enpl oyees serving under a
transportati on agreenment in an overseas nonforeign activity included in the
BRAC listing may register within their comuting area as their primary
conmuting area code and register for up to two CONUS secondary conmuti ng
areas. |If registration is for a CONUS activity nore distant fromthe overseas
activity than the registrant's hone of record, the registrant nust agree to
pay for the difference in JTR costs. Such "agreenent" can be noted by a
pertinent remark to that effect in the coments block on the registration
form

(c) Family menbers of Navy NAF enpl oyees serving under
transportation agreements, who are al so qualifying NAF enpl oyees, nmay register
for CONUS prinme and secondary commuting areas identical to their sponsor
irrespective of the stated linmtation that NAF enpl oyees in overseas
nonforeign areas may only register for activities in their own comruti ng area.

(3) Overseas Foreign Areas

(a) Closing activities in overseas foreign areas are not assigned
conmuting area codes, nor are activities in overseas foreign areas included as
possi bl e choi ces during SPP programregistration. However, enployees at
closing activities in overseas foreign areas with a transportati on agreenent,
may register for placement to a prinme CONUS comuting area. This approach
means that a selecting activity will be under no obligation to pay JTR trave
transportation costs fromthe overseas activity to the selecting activity.

(b) When an enpl oyee under a transportation agreenent at an
activity in some closing overseas foreign area registers in a prime or
secondary CONUS commuting area that is a farther distance fromthe overseas
activity than the enpl oyee's official home of record, then the enpl oyee nust
agree in witing to pay the difference in any JTR related costs in the event
of a selection. Under such circunstances, the agreement may be nade by the
enpl oyee by checking bl ock 12a of the registration form Failure to sign such
agreement may | ead managenent to refuse such registration for that prime or
secondary conmuting area
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(c) Eligible NAF enpl oyees at closing activities in foreign
overseas areas, who are not serving under transportation agreenent nmay
regi ster for CONUS conmuting areas only and nay register for Parts A and B of
the SPP Bulletin. However, they must agree that, if selected, the selecting
activity is under no obligation to pay for related JTR costs. The agreenent
may be reflected by the enpl oyee checking block 12a of the SPP registration
form Failure to sign an agreenent will |ead to denying the enpl oyee
registration in the SPP

(d) When a pay band 3, 4, or 5 registrant or equivalent NS, GSE
BRAC enpl oyee in a foreign overseas area registers for secondary comuting
areas, his or her famly nenbers who are al so Navy NAF MAR enpl oyees may
regi ster for simlar secondary comuting areas even if they don't neet the
normal grade criteria for such registration.

h. Application Form

(1) The BRAC SPP application formis the key for providing
regi stration data to BUPERS (Pers-653). BUPERS (Pers-653) uses these forns to
build a Navy-w de BRAC speci al placenent data base and a bulletin that will be
updated and distributed on a nonthly basis.

(2) While all eligible BRAC enpl oyees will participate in the
conpletion of the forms, nmanagement is ultimtely responsible for assisting
themin the tinely registration, accuracy and subni ssion of such forms.

(3) Managenent shoul d counsel all enpl oyees and provide a basic
under st andi ng of the SPP before enpl oyees conplete the necessary registration
form

(4) Figure 11-1] provides an exanple of the application formfor
enpl oyee registration in the SPP

1104. SPP_Pl acenent Bulletin

a. Role of BUPERS. BUPERS (Pers-653), through an assigned SPP Pl acenent
Coordi nator (PC), is responsible for adm nistration of the SPP. 1In this role,
t he PC provi des program gui dance, policy, and acts as a facilitator in
bringi ng toget her registered enpl oyees and Navy NAF organizations with job
vacancies. The PC receives all registration forns fromsubnitting BRAC
activities and conpiles the data, and distributes a nonthly sequentially
nunbered SPP Bul | etin.

b. Part A of the SPP Bulletin. (For CONUS, Overseas Non-Foreign and
Overseas Foreign Activities).
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(1) This part of the SPP Bulletin contains the nanes of al
regi strants, by conmuting area, who have priority placement rights or priority
consideration to specified positions in that commuting area. All BRAC
registrants froma single comuting area are listed in this part.
Irrespective of grade or enploynment type, i.e., pay bands, UA AS, PS, NA NL
NS and GSE enpl oyees. In the event of a placement right, registrant match,
there would be no rel ocation costs.

(a) Placenment rights nean that a Part A Priority | registrant
freezes all matched vacancies in all NAF activities throughout the conmuting
area, except those vacancies that are filled by an activity's own onboard
personnel. A Priority | registrant in Part B of the Bulletin, on the other
hand, freezes all matched vacanci es, except those that are to be filled by
Navy MAR enpl oyees fromwi thin the comruting area of the activity with the
vacancy. NOTE: Overseas nonforeign activities only receive Part A
registrations. Part B is not an option.

(b) I'n CONUS, commuting areas with linmted Navy MAR activities
(i.e., those coded "N') which have limted placenment opportunities for Part
A registrants, such BRAC enpl oyees may register for any other (one) comuting
area (Part A) of their choice and receive the sanme placenent rights as those
afforded the registrant in his or her own conmuting area. However, under
t hese conditions, the enployee nust state on his or her SPP registration form
that he or she is willing to pay for all (if any) necessary travel and
transportation costs associated with his or her selection. The registrant so
states by checking bl ock "12a" of the SPP Application form Failure to check
bl ock "12a" negates such registrant's right to be registered in a different
prime conmuting area, unless managenent of the registrant's activity agrees to
pay such PCS costs by checking bl ock 20a of the registration form (a check of
this block signifies that managenent will pay all expenses associated with
such a nmove). Also, block 21 will include the follow ng notation: "This
registrant is in an activity coded "N' and is registering for a different
“prinme" conmmuting area.

(c) Wthin each conmuting area listed in the position, registrants
are further categorized by job/position type. This stratification, or
breakdown, allows programdirectors to find comuting area registrants (if
any) to determ ne placenent rights of these registrants, and the possible
i mpact of such registration on an activity's vacanci es.

c. Part B of the SPP Bulletin

(1) Part B of the Bulletin contains a listing of CONUS registrants in
pay band 3, 4 and 5 and UA/ NS/ GSE equi val ents. It also includes enployees in
overseas nonforeign and foreign activities that are closing who are serving

11-10



BUPERSI NST 5300. 10
3 Dec 97

under a Transportation Agreenent. |In this part, registrants are allowed to
register for up to two comuting areas (other than their prinme conmuting
area) .

(2) Eligible Part B registrants may register for inclusion in Part
B of the SPP Bulletin for positions below the pay band 3 (or other NAF
equi val ents). For exanple, a GSE-1702-05, Child Devel opnent Assistant Leader
could also register in Part B for a GSE-1702-04, Child Devel opnent Assi stant
posi tion.

(3) Registrants in Part B should be advised to send a conpl eted
SF-171, a copy of their last tw annual perfornmance appraisals, and a copy of
a recent Personnel Action, which depicts current base salary to all Navy NAF
activities in the areas for which registered. Such information could play a
critical role in ultimte consideration and sel ection

(4) Part B registrants nust signify on the registration formthat the
hiring activity is under no obligation to pay for related JTR costs when
selecting a Part B registrant. (By checking "12a" the enpl oyee agrees to pay
for such costs, if any, for hinmherself.) Failure to check this block
di squalifies registrants fromPart B registration. (An exception to this rule
is all owed when managenent of the registering activity has agreed to pay
necessary PCS costs by checking bl ock 20a of the SPP registration form)

d. Updating Registration Data

(1) Original data registration will need updating in many cases
(e.g., performance rating categories, home address, or changes to conmuting
areas code). Such changes will be made by the use of the same form used for
initial registration, except that in the registration block of the form the
bl ock titled "update" will be circled rather than "initial" registration
bl ock.

(2) Once the "update" block has been circl ed, the managenent
representative conpletes the nane, SSN and work phone of the enpl oyee desiring
data change. Then, they nerely use the appropriate block(s) on the formto
furnish the data to be changed.

(3) The submitting management representative signs and dates the form
The conpleted formis sent to BUPERS (Pers-653)for database and registration
changes. A copy of the registration change formis provided to the
registrant, and a third copy placed in the activity's SPP registrant file,
with a copy of the initial registration form

e. Role of Registrant. The registrant is responsible for providing
hi s/ her registering activity personnel office with pertinent and tinely
changes.
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f. Role of Registering Activity. The registering activity is responsible
for updating registrant data (e.g., changes in enploynent category, actua
date of BBA separation). This latter piece of information is vital in that it
establishes the start of the final year of SPP registration

g. Role of BUPERS. Upon conpletion of nine nonths of initial SPP
regi stration, BUPERS (Pers-653) will request registering activities to update
registrant's data (e.g., changes in performance category, date of BBA notice

(if given)).

1105. Placenent Priorities for SPP Regi strants

a. Priority | - Placement Rights

(1) This priority is afforded to all registrants in Parts A and B of
the SPP Bulletin who have an earned performance category of gold or silver

(2) Part Aregistrants may freeze the filling of all NAF positions in
Navy NAF activities in the registrant's conmuting area other than those
vacancies that are filled by enployees in the sane organi zation in which the
vacancy exists.

(3) Part B registrants may freeze the filling of Navy NAF MAR
vacancies that are to be filled by any applicant from outside of Navy NAF
activities within the commuting area of the organization with the vacancy.

b. Priority Il - Placenent Consi deration

(1) This priority is afforded to all registrants in Parts A and B of
the SPP Bulletin who have an earned performance category of "bronze."

(2) Priority consideration nmeans that managenent nust consider such
SPP registrants before applicants from other sources outside of the activity
with the vacancy.

(3) Managenent is not required to justify why such registrants are not
sel ected, although the selection file nmust reflect that they were considered.

1106. Job Ofers
a. The SPP is neant to match eligible registrants with continuing
positions (i.e., those positions established for nore than 12 nonths).

However, temporary positions must also be used for SPP registrants who have
declared on their SPP registration formthat they will accept tenporary
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enpl oyment. Registrants accepting such positions will remain in the SPP for
further placenment assistance, or until registration time runs out. Refusal of
a tenporary placenent offer is not a basis for discontinued registration

b. Navy NAF MAR activities may pronote, reassign or detail current
onboard enpl oyees without concern for registrants in the SPP. However
managenment is precluded fromfilling NAF MAR vacanci es from any source outside
the activity without first affording proper and required placement rights and
consideration to SPP registrants.

c. Al Navy NAF MAR activities in a comruting area nust match or check
each vacancy against Parts A and B of the bulletin, since registrants in those
parts may have priority placenent rights for which outside placenent is being
consi dered.

d. The job vacancy must al ways be no higher in a grade/pay band, and
enpl oyment category, than that of the registrant.

(1) Ssalary is always a key consideration. While eligible C&T
enpl oyees have grade and pay retention rights, all other NAF enpl oyees have no
such rights.

(2) When discussing priority placenent rights with registrants,
managenment i s under no obligation (except eligible C&T enpl oyees) to protect a
regi strant's sal ary/ wage.

(a) Managenent can pay the registrant any anmount within the pay
band. If the enployee does not agree to the of fered wage or salary, then
managenment is not obligated to offer the registrant the position

(b) Under such circunstances, managenent nust annotate on the
recruitment SF-52 the reason(s) why the position was not offered/ accepted by a
SPP registrant with priority placenment rights. Such annotation nust include
sal ary/ wage offered and decli ned.

(c) Once managenent turns down such priority placement right
registrants on the basis of salary, they cannot hire from other sources and
of fer or pay an outside applicant any nore than they offered the SPP
registrant. This condition will remain in effect for 6 nonths fromthe date
t he outside applicant cones on board.

(d) Priority | registrants can only be passed over, or
nonsel ected, with the concurrence of the registering activity. Finally, prior
to making an offer to an outside applicant when a matching Priority |
regi strant appears on the SPP, the hiring activity must first receive the
concurrence of the BUPERS (Pers-653) SPP Program Coor di nat or
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e. Pay banding places nore than one grade within a pay band. |n matching
vacancies with pay band registrants, it is sonetinmes necessary to do nore than
simply conpare title, series, and grade/band. Instead, a PD match and

conpari son may be needed. (Many activities have kept their pre-
pay band PDs. These PDs should hel p during such conparisons.)

f. The matching and conparing of PDs in such instances will be the
responsibility of the hiring and registering activities. During this
eval uati on, nmanagement need not | ook for a perfect match. Instead,

simlarities in levels and types of duties and responsibilities are what
counts. \Were resolution cannot be reached by the reviewi ng activities, the
case will be forwarded to BUPERS (Pers-65) for final decision.

g. |If nmanagenment has a vacancy for which nore than one qualified and
mat ching registrant is available on the SPP with the sane placenent priority,
managenment may interview and select the registrant of their choice.

h. Managenent nust select a matched and eligible Priority | registrant
over a matched Priority Il registrant.

i. When a match occurs between a position vacancy (scheduled to be filled
from outside sources), and a Priority | registrant, managenent may conduct an
interviewwith the registrant to discuss the position, salary and rel ated
matters. The position nust be offered the registrant unless the registrant
ref uses managenent's salary offer

j . Managenent has the right to establish salary for positions. However
sal ary should be comrensurate with duties/responsibilities of the position
and the experience, training of the sel ectee.

k. Enployee Availability

(1) If a job offer is nmade to a registrant in Part A of the SPP
Bull etin, and he or she is still enployed at the BRAC activity, the | osing
activity will release the enployee no later than 30 days fromthe date of
notification of selection by the gaining activity. Release tine for Part
B registrants will be no later than 45 days fromregistrant enpl oyee
notification.

(2) Al registrants no |onger on Navy NAF MAR rolls are expected to
report to work within 3 weeks of being offered and accepting a position as a
result of BRAC registration. This tinme-frame allows the registrant to afford
his or her current enployer a 2-week notice of resignation. Failure to report
to the hiring activity within the 3-week tine-frame may be grounds to w thdraw
the position offer and elimnation of continued SPP registration
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. Declination of Offer. |If a registrant turns down a job offer for
which registered without a valid reason, the registrant will be renmoved from

the SPP. The hiring activity, along with the registering activity, wll
decide if such refusal is grounds for ternmination of SSP registration. Wen
these two activities fail to agree on such issue, the matter will be forwarded
to BUPERS (Pers-65) for decision. Were there is agreement, the registering
activity will take action through BUPERS (Pers-65) to elininate the registrant
fromthe SPP

m Notification of BUPERS. Job offers (including declinations) nust be
conmuni cated to BUPERS (Pers-653) (by phone or fax) by the hiring activity no
later than 2 workdays from date of an offer. Such information nmust al so be
conmuni cated to the registering activity so that the registrant's SPP
regi stration may be changed.

n. Trainee Positions. Trainee positions may be exenpt fromthe SPP
However, BUPERS (Pers-653) should be notified in advance for SPP exenption
bef ore advertising. Also, such advertisenents nust state that the filling of
the position(s) are exenpt fromthe SPP per BUPERS (Pers-653) approval

0. Docunentation of Requests for Personnel Action

(1) On every personnel action for which an applicant outside of the
activity is hired to fill a vacant NAF MAR position, the SF-52 nust be
annotated as to action required/taken as a result of SPP cross reference
relative to the position to be filled.

(2) The activity must apply continuing issues of the SPP Bulletin
until the vacant position is conmitted. This nmeans that while an activity is
free to recruit from outside sources because the SPP Bulletin is clear of a
mat ch agai nst the advertised position, forthcom ng and/or |ater received
bull etins come into play until nanagenment has made an official offer

p. Applying the SPP Bulletin

(1) SPP Bulletins will be published so that activities receive them by
the fifteenth of each nonth. However, the fact that an activity failed to
receive a given issue of the SPP Bulletin will not be an acceptable reason as

to why it wasn't applied.

(2) The followi ng procedure will be followed if the vacancy is to be
filled froma source that requires SPP priorities to conme into play:

(a) The activity with the vacancy nust call the BUPERS (Pers-653)
PC and informthat person of the title, series, grade/band, and enpl oynent
category of the vacant position.
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(b) Based upon input on-hand, relative to registrants and
priorities of such, the PCwll either give the activity permi ssion to proceed
with recruitment/fill action or apply SPP placenent rules and informthe

activity that it has a matched registrant.

(c) BUPERS (Pers-653) PC will fax to the activity a copy of the
activity's SPP Bulletin code coverage of registrants for the |latest issue of
the bulletin.

1107. Relationship of the SPP to O her Pl acenent Prograns

a. DOD Reenploynment Priority List (RPL).

(1) The DOD RPL allows all eligible NAF enployees to register in this
program for up to 1 year followi ng their separation due to BBA. Such
registration allows for priority placement rights only in the activity from
whi ch separated (which is of limted value at a closing activity) and priority
consideration rights at other DOD NAF MAR activities in the registrant's
conmuti ng area

(2) The SPP, by conparison, allows registration for only those
enpl oyees actually schedul ed for or separated at NAF MAR activities included
on authorized BRAC listings. Also, such enployees may be registered for up to
12 months before their positions are to be abolished due to BRAC (i.e., up to
1 year before such enployees are due to receive BBA notices). Recognizing
t hat such enpl oyees have a right to go on the RPL and the SPP for 1 year from
separation, it follows that BRAC enpl oyees may be registered in the SPP and
the RPL during the same period of time. A second and inportant difference are
that SPP registrants have priority placenent rights at all Navy NAF MAR
activities in their total conmuting area. Also, for those BRAC registrants
working in comruting areas that provide linited opportunity for reenploynent,
registration is authorized in other comuting areas on a priority placenent
right basis. Finally, the SPP allows for worldw de registration for specified
BRAC enpl oyees by use of PART B of the SPP Pl acenent Bulletin.

(3) The SPP should only cone into conflict with the DOD RPL in one
rare instance - when a Priority | SPP registrant is matched agai nst a vacancy
for which a Navy RPL registrant al so has placenment rights (i.e., an identica
position and enpl oynment category to the one fromwhich the Navy RPL registrant
was separated by BBA is available in the RPL registrant's previous
organi zation). Wile such a case should be very rare, under these
circumst ances, the RPL registrant would be offered the position over the SPP
Priority | registrant.
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b. The Spousal Preference Program and the SPP

(1) The SPP does not cone into play when an activity fills its vacancy
with an onboard enpl oyee. However, the Spousal preference program applies
under such circunstances. Therefore, when an activity has spousal preference
candi dates, and a match on the SPP (Part A or B), the SPP matched registrants
wi Il be considered as applicants for the position and conpete with the spousa
preference and in-house applicants.

(2) If the in-house applicant is considered better qualified than the

spousal preference applicant, such selection will be nade. |[|f, however, the
spousal preference applicant is considered to be as well or better qualified
than in-house applicants, the SPP registrant's qualifications will be measured
agai nst those of the spousal preference applicant, and if better qualified,
such SPP registrants will be offered the position over the spousal preference
candi dat e.

c. The Involuntarily Separated Mlitary Service Menber (1VS) Program
Since the 1VS programonly conmes into play during conpetitive actions and the
SPP registrant represents nonconpetitive actions, the IVS programis not a
factor during SPP fill actions.

1108. Gl evance Rights

a. Enployees at BRAC installations have the right to grieve their non-
inclusion in the SPP. Also, registrants may grieve registration content, non-
sel ection, nonconsideration and related SPP matters.

b. Gievances pertaining to registration nust be addressed to the program
director of the registrant's activity. Gievances challenging selection, non-
sel ection and/ or nonconsi deration nmust be addressed to the activity program
director with the vacancy in question. Such grievances nmust be filed within
the tine frame all owed by the BUPERS (Pers-65) adnministrative grievance
procedures in Chapter 6, or in keeping with applicable negotiated agreenents,
whi chever is appropriate.

c. The two step processes for such grievances follows:
(1) First Step - To the appropriate programdirector (i.e., for
registration issues, to the registering activity; for selections or
nonsel ections, to the programdirector of the activity with the vacancy).

(2) Step Two - The conmandi ng of ficer of the organization to which the
first step was addressed.
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(3) The decision of the second | evel authority represents the fina
DON deci sion on the matter grieved.

d. In rare cases, registrants mght want to gri eve SPP procedural or
program deci sions that only BUPERS (Pers-65) can resolve. In such cases,
BUPERS (Pers-65) will represent the first step in such grievances w th BUPERS
(Pers-6) as the second and final |evel of such grievances.
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BRAC PLACEMENT ASSI STANCE PROGRAM - APPLI CATI ON FORM
ACTIVITY
COMMUTI NG AREA CODE
RAMCAS CODE REG STRATI ON

Initial: Updat e:
SECTION A:  (To be conpl eted by management in conjunction with enpl oyee)
1. - -
Enpl oyee' s Nane (Last) (First) (M) SSN Wor k Phone
2. S—
Enpl oyee's Current Position (Title) Series Grade/ Pay band

3. Do you desire placenent assistance through the SPP?
YES NO

3a. If you checked "NO' block, nmerely sign and date

Signature (signifies non-interest in SPP registration at this date) Date

If the answer to question 3 is YES, please conplete questions 4 through 11

4. ( ) -
Addr ess (Street) (Cty) (ST) (Zi p Code) Home Phone
5. Enpl oynent Category: RFT RPT FLEX

6. Earned Perf. Category (Check one): GOLD___ SILVER BRONZE

7. Projected date of position abolishnent_(nonth/year)

8. Lowest grade/pay band enployee is willing to accept in current title, series

a. If not interested in being considered for such, please check

9. Are you willing to accept enployment in a tenporary position or a |ower enployment category
(pl ease check appropriate box)

a. Tenporary position? YES NO b. RPT Position? YES NO
c. FLEX position? YES NO
NOTE: Enpl oyees accepting tenporary positions or |ower enployment category positions will remain

in the SPP for further placement assistance

10. List one other position, of equal or lower grade (title, series, grade/pay band) than the
position you currently hold, for which you qualify and would |i ke placenent assistance

11. By signing bel ow enpl oyee acknow edges that he/she is responsible for providing the activity
personnel office with pertinent changes that inpact on this registration such as hone or work
phone nunber (s), home address change, or when no |longer available or interested in placenent
assistance. Failure to provide such information may be the basis for renoval fromthe program

Name of mgmt official who assisted Dat e Si gnature of Enpl oyee Dat e
in registration

Figure 11-1
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Pay band 3, 4, 5 enployees and UA/NS equi val ents desiring placement assistance outside of their
current conmuting area nust conplete Section B (on reverse side). |f enployee does not desire

pl acenent assi stance outside of his/her comuting area, formis conplete for subm ssion to BUPERS
by the registering activity.

SECTION B: (To be conpleted for/by enployees in pay bands 3, 4 and 5 and UA/NS equi val ents who
desire placenent assistance outside of their conmmuting area)

12. What is/are your comuting area preference(s)? (Please nunber in order of preference, no
nore than two (2) choices).

COVMUTI NG AREA PREFERENCE(S): (Refer to the SPP Handbook)
F =

A = CORPUS CHRI STI = NORFOLK K = SAN FRANCI SCO' CAKLAND ___
B =D C (includes MD & VA) G = PATUXENT RI VER L = SEATTLE
C = JACKSONVI LLE H = PENSACOLA M = VENTURA
D = LOS ANGELES | = PHI LADELPHI A N= OTHER ( Speci fy)
E = NEW ORLEANS J = SAN DI EGO
13. Nunmber of family nmenbers, if any, who would relocate with you? N A
14. Woul d enpl oyee be willing to:
a. Pay all noving expenses? b. Pay partial noving expenses?
c. Umilling to pay any part of noving expenses?
15. Comm ( ) - DSN: -
| nmedi at e Supervisor's Nane Phone Nunber (s)
16. In order to assist in obtaining continued enployment with Navy MAR, | authorize rel ease of

the information contained in this application. (Failure to sign such authorization nmakes such
enpl oyee ineligible for SPP registration).

Enpl oyee' s Signature Dat e Signed
SECTION C.  (To be conpleted by the MAR Depart ment)
17. 18.

Program Di rector (Nane) Phone Nunmber Proj ected Date of Base/
Activity C osure/ Real i gnment

19.

Name of Activity BRAC Point of Contact for Personnel Matters Phone Nunmber

20. If funds are available, will this activity pay any or all expenses associated with the
rel ocation of this enployee (please check appropriate box bel ow)?

Pay all expenses

Pay portion of expenses

W11l not pay any expenses

Unable to determine at this tine

aoop

21. Additional Comments/Information:

Figure 11-1a
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CHAPTER 12
NONAPPROPRI ATED FUND ( NAF) TRAVEL

1201. Purpose. To provide guidance concerning Tenporary Additional Duty
(TAD) travel paid for by Navy MAR NAF

1202. Policy and Scope. It is DON policy to follow the guidelines
established in Joint Travel Regulations (JTR), volunmes 1 and 2, for trave
funded with nonappropriated funds. The travel guidance in this chapter
sunmmari zes the main points of the JTR as well as supplenments the JTR gui dance
for personnel whose TAD travel is paid with Navy nonappropriated funds. NAF
policy may be nore stringent than the JTR, but per chapter 11, paragraph 2 of
reference (a), it may not exceed the JTR without BUPERS (Pers-65) approval
Contact BUPERS (Pers-652) for further information, if needed.

1203. Types of Tenporary Trave

a. TAD. This type applies to a nenber who is tenporarily detached from
t he permanent duty station to performduty at another |ocation, either within
or outside the continental U S. Upon conpletion of the TAD, the enpl oyee
returns to the pernmanent duty station and resunes the regularly assigned
duties. NAFIs will not direct civilian enployees to performofficial trave
wi t hout furnishing or providing for rei nbursenent for necessary transportation
and travel allowances.

b. lnvitational Travel Orders (ITOsS). This termapplies to travel which
may be aut horized for persons who are not Federal Government enpl oyees or
menbers of the Uni formed Services when they are acting in a capacity that is
directly related to, or in connection with, official activities of the DOD.
JTR, volune 2, paragraphs C3106 and C6000 through C6003, sets forth (1) the
ci rcunmst ances under which orders of this type nay, and may not, be issued;

(2) the travel entitlenment of persons performing this travel; (3) the nodes of
transportation which the traveler is authorized to use; and (4) a sanple order
format. 1TO s for the Navy are issued using an NAVSO Form 4650/ 10
(I'nvitational Travel Oders (I TO). Individuals receiving ITOs nay not be
paid a travel advance.

c. TAD "No Cost" (Perm ssive) Travel Authorizations. On certain
occasi ons, travel may be desirable fromthe Navy's viewpoint but not
sufficiently necessary to warrant the expenditure of limted travel funds.
Under these circunstances, an authorization may be issued, as distinguished
fromdirecting, for the individual concerned to travel at no expense to the
government. The travel authorization block nust contain the foll ow ng
st at enent :

"This authorization is issued with the understanding that you will not
be entitled to rei nbursement for transportation, per diem or
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nm scel | aneous expenses in connection therewith. In case you do not
desire to personally bear this expense, you will consider this

aut hori zati on cancel ed. "

The traveler nmust sign after this statement. Condensed versions of the above
statenment, e.g., "No cost to the Government" or simlar abbreviated
phraseol ogy will not be used. C ains by individuals whose orders do not

i ncl ude the conpl ete, unabbreviated statenent set forth above may subsequently
be deternmined to be proper for paynent regardl ess of the order witer's
intent.

1204. Criteria for Trave

a. Mssion Essential. The definition of mission essential travel is
travel necessary to carry out a basic mssion objective. Prior to approving
travel fitting this definition, alternatives such as correspondence, tele-
conferencing or conbining trips to the sane area, in order to acconplish
mul ti pl e purposes, must be considered. Once the necessity for the trave
has been established, the approving official must ensure that the nunber of
personnel authorized to travel and the duration of the travel is held to an
absol ute m ni mum consi stent with the nature and urgency of the mission to be
per f or med.

b. Adninistrative. The definition of adm nistrative travel is trave
whi ch coul d be canceled wi thout directly inpacting on the essential or basic
m ssion objectives of the MAR activity, or which could be achi eved by
alternate neans. Exanples of administrative travel are coordination visits
bet ween activities or training courses not specifically required for job
performance. Travel that neets this definition nust be held to the absolute
m ni mum

1205. Travel Purpose Categories. Depending on the purpose of the TAD, one of
the foll owi ng categories nmust be entered in block 16 (Remarks Section) of the
TAD orders, DD Form 1610. Figure 12-1 is an exanple of DD Form 1610.

a. Site Visit. Travel to a particular site in order to personally
perform operational or nanagerial activities (e.g., to oversee program
activities, or nmanage activities for internal control purposes; carry out an
audi t, inspection, conduct negotiations; provide instructions; or provide
techni cal assistance).

b. Information Meetings. Travel to attend a nmeeting to di scuss genera
agency operations, review status reports, or discuss topics of genera
interest. |If a site visit was conducted as part of the same trip, consider
the entire trip to be for the purpose of a site visit.

12-2
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c. Training Attendance. Travel is to receive training.

d. Speech or Presentation. Travel to nake a speech or a presentation
deliver a paper, or otherwi se take part in a formal program other than a
trai ni ng course

e. Conference Attendance. Travel to attend a conference, convention
sem nar, or synposium for purposes of observation or education only with no
formal role in the proceedings.

f. Special Mssion Travel. Travel to carry out a special agency m ssion
(e.g., noncombat military units); provide security to a person or a shipnent
(such as a di plomatic pouch); nove w tnesses fromresidence to other
| ocations; travel by Federal beneficiaries and other nonenpl oyees.

g. Energency Travel. Travel to return an enployee froma tenporary
assignment |ocation at government expense to his or her designated post of
duty or home, or other alternate |ocation, where he or she would normally be
present to take care of the enmergency situation if the government had not
directed or assigned the enployee to another location to performofficia
busi ness.

h. Oher Travel. Al travel perfornmed for reasons (purposes) which are
not shown in one of the other nine categories |listed above. Even though
stated as "other travel,” travel authorization and voucher mnust al so detail a
speci fic purpose.

1206. Administration of TAD Trave

a. Applicability. This chapter is applicable to all individuals
aut horized to travel using NAF.

b. Approval. Travel will be ordered and perfornmed using an approved and
aut horized DD 1610 (civilians) or NAVPERS 1320/ 16 (active duty personnel).
The Order Authorizing Oficials (block 20) are the programdirector/deputy
director (e.g., the MAR director or BQ manager) of the activity.

c. Passports, Visas, Immunizations, and O earances. The instructions for
obt ai ni ng passports, visas, immunizations, and area cl earances are found in
NAVMEDCOM NST 6230.3 (I mmuni zati ons) and DODI 4500. 54G (Forei gn C earance
Guide). It is the traveler's responsibility to obtain the required passport,
vi sas, imuni zations, and area cl earances prior to travel outside CONUS.

d. Use of Government Quarters. When available, civilian NAF enpl oyees
are required to use adequate governnent quarters. Failure to do so wll
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di sal |l ow the paynent of the quarters portion of the per diem Quarters are
determ ned to be adequate or inadequate by each base or installation
conmander. Government | odging, including contract quarters and nmessing

avail ability, must be confirned when a reservation is requested on a mlitary

installation. |If lodging and/or nessing is not available, the traveler wll
be provided with a Certificate of Nonavailability (CNA) number which nmust be
entered on the orders or travel claim |If the traveler is unable to obtain a

CNA number verifying Nonavailability, an annotation nmust be nmade on the orders
or travel claim with the date and tinme the attenpt was made. Subject to
managenment approval, enployees that can be exenpt fromthe requirenment to stay
in governnment quarters are

(1) Those whose normal duties require themto be in a travel status in
excess of 50 percent of the total weeks worked during a fiscal year or a
m ni mum of 131 travel days including weekends and hol i days. Excluded from
normal duties is attendance at training courses, conferences, neetings,
sem nars and simlar functions.

(2) Those traveling to a particular city where comuting fromthe
nearest DOD installation having avail abl e quarters would not be feasible in
conjunction with assigned TAD.

(3) Those who have attenpted to make advance reservations and find
t hat adequate government quarters are not avail able are not required to seek
government quarters at an alternate installation. Travel orders nust
aut horize use of commercial |odging or provide a statenent approving the use
of comrercial lodging with the travel claim

e. Standards of Conduct. Enployees in a travel status are to adhere to
t he Standards of Conduct as found in chapter 9 of this manual.

f. Prudence in Travel. A traveler on official business will exercise the
same care in incurring expenses and acconplishing a mssion that a prudent
person woul d exercise if traveling on personal business. Unnecessary or
unjustified excess costs, circuitous routes, delays, or |uxury accommodations
in the performance of a mission are not considered prudent.

g. Beginning and Conpleting Travel. \Whenever possible, travel will be
schedul ed so that enployees may travel during normal working hours and not on
their owmn time. However, no nore than 1 3/4 days of per diem may be paid in
connection with this travel (e.g., enployee departs duty station at 0800 and
arrives at TAD station at 0800 48 hours later, only 1 3/4 (42 hours) of per
diemis authorized)).
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h. Transportation. Travelers are expected to select the |east costly
route. When a traveler takes leave while traveling, in no instance can the
costs of the personal travel and business travels be conbi ned and charged as a
gover nrent busi ness expense. Personal travel nust be paid using persona
funds. If the | eave would provide ticketing at no additional costs to the
government, then the justification for the purchase must acconpany the trave
orders request prior to signature. Wen, for convenience, a person travels by
an indirect route or interrupts travel by a direct route, the extra expense
will be borne by the traveler. Any excess travel time not justified will be
charged to the traveler's annual |eave bal ances (leave without pay if no
annual | eave available). The follow ng nodes of transportati on nmay be
utilized:

(1) Air Transportation

(a) Class of Air Service. Coach class is prescribed for al
travel ers. Exceptions are: (1) an upgrade of service is received at no
additional cost to the government; (2) a traveler pays direct the difference
bet ween coach and a higher class of service at the tinme the ticket is
pur chased.

(b) In all cases, it is the responsibility of the enployee to
justify the reasons for upgrade from coach class services. In instances where
upgraded service is used, regardl ess of circunstances, the travel er nust
attach a witten statement to their travel claimdetailing the circunstances
for use of such service

(c) Purchase of Tickets. The purchase of airline tickets in
advance of having obtained a travel order nunber is prohibited. However
travel ers are encouraged to obtain orders and purchase tickets as early as
possi bl e to take maxi nrum advantage of fare discounts.

(d) Penalty Payments from Carriers. Paynents received froma
carrier for failure to provide confirmed reserved space are due to the MAR
activity. It is the responsibility of the traveler to report such paynents.

(e) Voluntarily Vacating Seat. Paynents received froma carrier
for voluntarily vacating a seat because of over booking are distinguishable
from penalty paynments and can be retained by the traveler. Travelers are not
expected to voluntarily give up their reserved seat if doing so would inpinge
upon the performance of official duties. |If the traveler voluntarily gives up
his or her seat and thereby incurs additional travel expenses beyond that
whi ch woul d have normally been incurred, these additional expenses nust be
of fset agai nst the paynment received by the traveler. Additionally, if giving
up the seat delays the traveler during official duty hours, the travel er nust
be charged | eave for the additional hours.
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(f) Cancellation of Tickets. Travelers who have a change in
itinerary which necessitates the cancellation of airline tickets nust turn in
the canceled tickets and/or credit slips to the MAR activity with the trave
claim Notification to an airline that a flight will not be taken does not
constitute an autonatic refund of the fare. Never throw tickets or ticket
stubs away; always subnit themwith the travel claim

(2) surface or Ship Transportation. Wen surface or ship
transportation is used, coach or equivalent will be used if available. One
standard | ower berth on a train or the |lowest priced stateroomon a vessel is
aut hori zed for overnight travel

(3) Bus, Streetcar, Subway, and Taxicabs. Transportation costs by
bus, streetcar, or subway to connect with carrier terminals and between
tenmporary duty station and place of |odging are allowable as transportation
expenses. Taxicabs are authorized for use when suitable governnent-owned or
| eased transportation or common carrier facilities, including airport
i nousi ne service, are not available. Reinbursenment of taxicabs for enployees
in a tenporary duty travel status is restricted to the circunstances outlined
bel ow

(a) Between the common carrier ternminal and the enployee's place
of busi ness or place of |odging.

(b) Between commpn carrier terminals while en route when
necessitated by change from one conmon carrier to another

(c) Between tenporary duty station and a place where neals are
procured when suitable neals cannot be obtained at the tenporary duty station
(a statenment of necessity for such travel should acconpany the trave
voucher).

(d) Between common carrier termnal and place of lodging in
connection with unavoi dabl e del ays en route incident to transportation.

(e) Between place of abode or permanent duty station on the days
of departure and return to the permanent duty station incident to tenmporary
duty requiring at least 1 night’'s | odging.

(4) Use of Helicopter. The use of an air taxi is not considered
essential. Wen circunstances appear to dictate the use of a helicopter, the
orders nust contain such authorization

(5) Use of Rental Vehicles, Governnment Vehicles, etc. (Special
Conveyance). Special conveyance such as rental or hire vehicles may be used
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by enpl oyees in a tenporary duty travel status, if their use is authorized in
travel orders also. The use of a MAR vehicle is an alternative for avoiding
the cost of renting a vehicle froma comercial rental conpany. Thi s
alternative should be pursued unless such an action would clearly be
prejudicial to the objectivity of the visit. Vehicle rentals may be all owed
in lieu of a cormon carrier when the cost of the rental would be | ess than
that cost of a conmon carrier (i.e., several people traveling together or

where there are no direct comon carrier routes). |If a commercial rental is
necessary, a statenent to that effect nmust be included in the travel orders.
Least expensive adequate rental vehicles will be used. Travelers will be

rei mbursed up to the conpact rate even if internediate or luxury cars are
rented. An upgrade to a larger vehicle is authorized when three or nore
travel ers are sharing the rental conveyance. Rental vehicle use is linmted to
of ficial purposes only. This would include places incident to travel where
the enpl oyee is required to be such as to and fromtenporary | odgi ng,
obt ai ni ng suitable nmeals, drugstores, barber shops, places of worship

cl eani ng establishments and simlar places necessary for the overal

sustenance, confort, or health of the enpl oyee.

(6) Travel by Privately Owmed Vehicle (POV). POV usage nay be
aut hori zed for enpl oyees while on official business. This usage may not be
directed but will be permitted when requested by the enployee and it is
consi dered to be advantageous to the Governnent. Travel by POV nust be
aut horized in the travel orders.

(a) When traveling by POV, the points between which travel was
performed nust be shown on the travel claim Any unusual conditions or
ci rcunmst ances which nmay affect nileage all owances nmust be expl ai ned since
nmleage will generally be Iimted to official mleage tables.

(b) When travel by POV has been authorized for the conveni ence of

the traveler, total per diemw Il not exceed that payable for constructive
travel. A statenment by the enployee explaining the constructive cost

conpari son nmust acconpany his or her travel claim Constructive
transportation cost to the Government will be conputed on the basis of rates

or charges for the nost direct, least costly common carrier transportation
bet ween aut horized points.

(7) Receipt Retention Level. Retention of receipts is required only
for purchases above the $75 level. Exception: all receipts (regardless of

the amount) for lodging (mlitary and civilian), and hire of specia
conveyance (rental cars, boats, planes, etc.), are required.

i. Conpletion of TAD Travel Orders. All NAF enpl oyees nust use DD Form
1610 (exanple at Figure 12-1)| in connection with official tenporary duty
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travel. Preparation of the formis, for the nost part, self-explanatory. In
general, it should be conpleted as foll ows:

ltem # Expl anati on

1. Enter day, nonth, year.

2. Enter nane and SSN of a traveler

3. Enter position title and grade or rating as appropriate

4. Enter nane and | ocation of permanent duty station

5. Enter division, branch, section or unit to which traveler is
assi gned.

6. Enter permanent duty station phone nunber

7. Enter as appropriate - e.g., single, group, etc.

8 Security clearance - |ist degree of security clearance held by

traveler, e.g., position of trust

9. The purpose of the travel nust be clearly defined, e.g., to attend
neetings with to discuss , or to participate in a working
group to (assist, define, resolve, etc.) , etc.

10. (a) Self-explanatory.

(b) Indicate beginning travel and estimted departure date.

11. Itinerary - indicate places fromand to which travel is authorized
and return point. |If a route is altered, an anendnent/nodification nust be
conpl et ed.

12. Indicate in the bl ocks provided the node(s) authorized. |If trave
is to be by POV indicate whether it is considered advantageous to the
government or woul d be reinbursed solely as constructive travel. |[If either
bl ock is marked, a statement nust acconpany the order which shows the cost
conparisons and rationale for requesting use of POV.

13. VWhen JTR rates are to be paid, mark the block with (x) preceding
the words Per Diem authorized in accordance with JTR. If the rate is
somet hing other than normal JTR all owance, i.e., reduced, mark the bl ock

preceding by Gther Rate of Per Diem and enter the reduced rate.
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14. Per Diemrates can be obtained via the JTR, the base Conptroller, or
by contacting BUPERS (Pers-652F). Per diemupdates will also be comuni cated
via Under Currents. Multiply the per diemrate by the nunber of days in each
locality. Travel - cost of travel is recorded at cost depending on type of
transportation to be used. The cost of travel should be indicated in al
i nstances. Oher - anticipated out-of-pocket expenses not covered by per diem
or travel entitlenent. The amount is limted to 10 percent of the estimated
per diemfor the trip unless specific expenses are known that are not covered
by per diemor travel. For these expenses, a nmeno expl aining the increase
nmust be attached to the travel orders. The out-of-pocket expenses to be
i ncluded are car rental when authorized and not billed directly to the MAR
activity, taxicabs when authorized, official phone calls, and conference fees
when not paid in advance.

15. Advance Aut horized - advances are to be conputed at 80 percent of
the estimted per diem travel and other if the total exceeds $50. O her
expenses prepaid by the MAR activity cannot be used in conputing the advance.

16. Remarks - the purpose of the remarks section is to request and
recei ve authorization for additional requirenents and to provide instruction
to vendors (i.e., hotels and car rental agencies). |f |odging and/or nessing
is not avail able, provide the nonavailability number in this block. The
addi ti onal requirements and instructions nost frequently used by travelers are
listed below. Travelers are to use only those that pertain to a specific
trip. Only the information provided in the remarks section is considered as
rei mbursable to the traveler

a. Government quarters authorized.

b. Commercial quarters authorized - TAD not perfornmed at
government installation

c. Commercial quarters authorized - Adequate government quarters
not avail abl e.

d. Taxi in and around TAD sites authorized.

e. Explanation of “Qther” expenses, e.g., a rental car, a
conference registration fee which includes neals, etc.

f. Excess baggage authorized (only for frequent travelers).
g. Authorized exchange privil eges in accordance w th DOD

Directive 1330.9 (Arnmed Servi ces Exchange Regul ations) and the Navy Exchange
Manual , 2604- 8.
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h. Al expenses incurred in the execution of these orders are
exenpt fromstate and | ocal taxes.

17. Requesting Official - applicable to programdirector, deputy,
section heads, traveler, etc.

18. Approving official - business manager, financial manager, etc.

19. Insert "travel funded by (appropriate NAF activity/code).”

20. Order authorizing official - programdirector/deputy.

21. Sel f - expl anat ory.

22. bt ai ned from busi ness office.

j. Travel Order Endorsenments. It is sonetines necessary to change trave

orders after the original DD 1610 has been prepared and authorized. Orders
may be endorsed or anended to reflect these changes. This may be acconpli shed
by preparing an endorsenent to the original orders, signed by the applicable
aut horizing official, denoting the specific changes to the original DD 1610.

k. Rest Stops

(1) CGeneral. When travel is direct between duty points which are
separated by several tinme zones and at |east one duty point is outside CONUS,
a rest period not in excess of 24 hours may be authorized or approved when air
travel between the duty points in by |ess-than-first-class accomopdati ons and
the scheduled flight time (including stopovers of |ess than 8 hours) exceeds
14 hours by a direct or usually travel ed route.

(2) Location of Rest Stop. The rest stop may be authorized at any
i nternedi ate point, including points within CONUS, provided the point is
m dway in the journey or near to mdway as requirenments for use of U S. flag
air carriers and carrier scheduling permts.

(3) Travel Indirect Route. A rest stop will not be authorized when an
enpl oyee, for personal convenience, elects to travel by an indirect route
resulting in excess travel tinme.

(4) Per Diem The per diemrate for the rest stop will be the rate
applicable for the rest stop |ocation.

(5) Rest Period Before Reporting for Duty. When carrier schedul es or
the requirenents for use of U.S. flag air carriers preclude an internedi ate
rest stop, or a rest stop is not authorized, it is reconmended that the
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enpl oyee be scheduled to arrive at the tenporary duty point with sufficient
time to all ow a reasonabl e rest period before reporting to duty.

1207. Tenporary Duty. Assignment away fromthe permanent duty station not to
exceed 180 days.

a. Tenporary duty of an enployee includes the follow ng situations.

(1) Assignnents of a tenporary nature away from an enpl oyee's
per manent duty station.

(2) Attendance at training courses, technical, scientific,
prof essi onal neetings, and conferences conducted by governnmental and non-
gover nrent al organi zati ons.

(3) Wtness duty on behalf of the Governnment, DOD, or Navy.

(4) Federal enploynent admnistrative hearings as they relate to the
enpl oyee.

(5) Interview travel for prospectively new hires when considered
justified.

(6) Participation in civil defense activities as authorized and
di rect ed.

1208. Per Diem Per Diemallowances will be paid to enpl oyees as prescribed
in JTR, volumes 1 and 2. Per diemis not allowed when the period of travel is
10 hours or less (actual travel tine). Per diemis payable for whol e days;
exception is 75 percent of the appropriate neals and incidental expense rate
will be paid for day of departure and day of return, regardl ess of
departure/return time.

1209. Travel Wthin CONUS. Per diemfor travel wi thin CONUS, unless
specified differently in the travel orders, is based on the | odging-plus
system Wth this system the per diemallowance for each day of tenporary
travel is established on the basis of the actual anopunt the enpl oyee pays for

| odgi ng plus a prescribed amount for meals and incidental expenses (M&I E) with
the total anpbunt not to exceed the applicable locality rate authorized. The
M&I E rates are set by locality. Lodging receipts are required for

rei mbursenment and will be paid up to the maxi mum aut hori zed for each | ocation
Excess | odgi ng costs nust be preapproved by the program director/deputy.

a. Enployees should fill the gas tank before returning a rental vehicle.
The enpl oyee coul d be hel d responsi bl e for excessive gasoline costs charged by
the rental car conpany if the tank was not filled prior to returning the car
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b. \Whenever neals and | odging are provided to an enpl oyee without cost,
per diemis set at $2/day CONUS and $3.50 OCONUS (refer to JTR para. C4556
for incidentals).

c. |If alodging receipt shows a charge for doubl e occupancy, the trave
voucher shoul d explain why. Only one-half of the double occupancy charge will
be allowed if the second person is a governnment enployee on official travel
If the second person is a non-government enpl oyee on official travel, only the
single roomrate will be all owed.

d. Wen an enpl oyee obtains |lodging with friends or relatives with or
wi t hout charge, no amount will be allowed for | odging.

e. For conputation of the M E rate when neal s have been furnished
(e.g., neals furnished as part of a registration fee), the following is an
exanpl e of the cost breakdown:

M&l E Rat es
Menphi s Washi ngt on, DC
$30 $38
Br eakf ast 6 8
Lunch 6 8
Di nner 16 20
I nci dental s 2 2

f. Conputation

(1) 10 Hours or Less. No per diemis allowed for travel of 10 hours
or less within the same cal endar day.

(2) More than 10 Hours. \When travel is nmore than 10 hours but |ess
than 24, 75 percent of the appropriate M E rate will be paid.

(3) Travel of 24 Hours or More. The per diemrate will be determnned
by the travel status and location of the enployee at the 2400 hour and whet her
| odgi ng was required.

(4) Day of Departure/Day of Return. For Day of Departure:

(a) Wth |lodging. Wen lodging is required on the day trave
begi ns, the enployee will be reinbursed for the actual cost of lodging up to
t he maxi mum prescribed for that locality plus the allowable portion of the
M&l E rate.
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(b) Wthout |odging. When lodging is not required on the day
travel begins, the per diemw Il be conputed as 75 percent of the appropriate
nmeal s and incidental expense rate.

(c) Day of Return. For the day travel ends, the per diem
al l owance wi |l be conputed as 75 percent of the appropriate nmeals and
i nci dental expense rate.

(5) Travel by POV. Maxinmumreinbursable mleage rates for POVs are:

(a) Motorcycle = $.25/mle.
(b) Vehicle = $.31/nile.
(c) Airplane = $.85/mle.
(6) Reinbursable Expenses. Meals and Incidental Expense (M E)
al  owances are intended to cover nost of the incidental expenses for a

travel er on orders. However, certain expenses are reinbursable as separate
items. These include:

(a) Taxis when authorized in travel orders.

(b) Rental cars when authorized in travel orders.
(c) Gas for rental cars and governnent vehicles.
(d) Parking, road and bridge tolls.

(e) Streetcar, subway or bus transportati on when authorized in
travel orders.

(f) Excess baggage when authorized in travel orders.
(g) Conference fees.

(h) Travelers checks fees, nmoney orders purchased in connection
with travel

(i) Passports, Visas, and photographs as required for business
travel .

(j) Charges for inoculations which cannot be obtained through a
Federal dispensary for travel OCONUS.

(k) Currency conversion charges and exchange fees.
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(1) Airport fees such as enbarkation, debarkation, airport taxes
as assessed to the traveler upon arrival or departure fromterninals
CONUS/ OCONUS.

(m TV rental in BOQY BEQ

(n) Tel ephone service for official local calls - nust subnit phone
bill with travel claim O ficial |ong distance calls - must submit phone bil
with travel claim authorized by approving offici al

(0) Nonrefundable rent/room deposits are reinbursable if, through
no fault of the enployee, a trip is cancel ed.

1210. dainms for Reinbursement of Travel and Transportati on Expenses. Al
travel ers nmust submit travel clains for reinbursement within 10 cal endar days
of completion of travel. |If a traveler is on an extended tenporary
assignment, clainms nmust be subnmitted at | east every 30 days. Earlier

subm ssion of clainms is strongly recommended for it speeds processing tine and

rei mbursenment to the traveler. Paynment will be made within 10 worki ng days of
recei pt of travel claim |If after 90 days, a travel claimremains
unsubnmitted, no reinbursement for travel for the trip will be paid and the
advance will be reclained by pay checkage.

a. Tenporary Travel on Orders. When traveling on orders, travelers nust
submit their travel clainms on a DD 1351 Travel Voucher. Care should be used
infilling out this formso as to not delay its processing. |f explanations
are necessary for unusual itenms, attach a menorandum expl ai ning the claimand
its justification for reimbursenent. The claimformnmust be acconpani ed by:

(1) Commercial or government | odging receipts.

(2) Airline tickets, airline ticket stubs and airline credits
regardl ess of paynment nethod.

(3) Rental car receipts.
(4) Original copy of travel orders and amendnents, if applicable.

1211. Leave Wiile on Orders. Wen on |eave while traveling, the Leave
Statement, line 8, of the travel claimnmust be conpleted and the period of

| eave must be listed in the itinerary. |f |leave of nore than 1/2 of the
prescribed daily working hours is taken, no per diemcan be allowed for that
day. Federal holidays and weekends are not considered workdays. Enpl oyees
are paid per diemon nonworkdays until they return to their officia

duty station or place of abode, except in the follow ng circumstances:
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a. \Wen enployees are in a | eave status at the end of the workday before
t he nonwor kday and at the begi nning of the workday foll owi ng the nonworkday;
and

b. The period of |eave on either of those days is nore than 1/2 of the
prescri bed worki ng hours for that day.

1212. Pronotional Frequent Flyer/Programs and Di scounts. Consistent with
rulings made regarding forns of tangible and intangible gifts, prizes, bonus
pl ans, reduced fare coupons, etc., as offered by comercial transportation
enterprises, the followi ng applies:

a. Enployees nmust account for any gifts, gratuities, or benefits received

fromprivate sources incident to the performance of official travel. These
pronmotional materials are considered to be due to the activity, and nay not be
kept by the enployee. It is the traveler's responsibility to return these

materials to the activity within 1 week of receipt.

b. An enployee who participates in a pronotional program which wll
accrue personal benefits such as nembership in clubs, and check-cashing
privileges, does not have to turn in these benefits since they have no val ue
to the |l ocal activity.
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REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL 1 REQUEST

(Reference: Joint Travel Regulations)
Travel Authorized as Indicated in ltems 2 through 21.

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, First, Middle Initial) 3. POSITION TITLE AND GRADE OR RATING
4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 6. PHONE NO.
7. TYPE OF ORDERS 8. SECURITY CLEARANCE 9. PURPOSE OF TDY
10a. APPROX. NO. OF DAYS OF b. PROCEED O/A (Date)
TDY (Including travel time)

11. ITINERARY [:] VARIATION AUTHORIZED

EXAMPLE

12. MODE OF TRANSPORTATION

COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR BUS SHIP AIR VEHICLE SHIP RATE PER MILE:

I:‘ MORE ADVANTAGEOUS TO GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CONSTRUCTIVE
[] ASDETERMINED BY APPROPRIATE TRANSPORTATION OFFICER COST OF COMMON CARRIER TRANSPORTATION AND RELATED PER DIEM
(Overseas Travel only) AS DETERMINED IN JTR. TRAVEL TIME LIMITED AS INDICATED IN JTR.

13" [ | PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.
[ ] OTHER RATE OF PER DIEM (Specify)

14. ESTIMATED COST 15. ADVANCE
AUTHORIZED

PER DIEM TRAVEL OTHER TOTAL

$ $ $ $ $

16. REMARKS (Use this space for special requirements, leave, superior or 1st-class accommodations, excess baggage, registration fees, etc.)

17. REQUESTING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)

AUTHORIZATION

19. ACCOUNTING CITATION

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. DATE ISSUED

22. TRAVEL ORDER NUMBER

DD FORM 1610, JUN 67 (EF) REPLACES DSA FORM 24 WHICH MAY BE USED UNTIL SUPPLY EXHAUSTED. Figure 12-1
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CHAPTER 13

Cl VI LI AN NONAPPROPRI ATED FUND | NSTRUMENTALI Tl ES

1301. Purpose and Scope. Per SECNAVI NST 5300.22C, the policies established
in this chapter govern the establishnent, disestablishnment, adm nistration
and control of civilian NAFIs throughout the DON

1302. Policy. The DON advocates the establishnent of well-rounded MAR
progranms to pronote the mental and physical health of its personnel and to
assist in the recruitnment and retention of civilian enployees. To that end,
civilian NAFls may be established.

1303. Responsibilities

a. Program nmanagenment of DON civilian NAFls is vested i n BUPERS
(Pers-65). Program managenent responsibilities include:

(1) Adnministration of total enployee benefits program
(e.g., retirenent system workers' conpensation, health insurance,
unenpl oyment conpensation, etc.).

(2) Maintenance of appropriate regulations and instructions.

(3) Authority to approve the establishment and di sestablishment of
civilian NAFIs.

(4) Suppl enent chain of conmand audits and revi ews through conduct of
fiscal oversight reviews and review of |local audit reports of individua
NAFI s.

(5) Managenent and control of the Navy Central Civilian Fund,
(i.e., BUPERS (Pers-65) will act as the governing board).

(6) Redistribution of NAF assets anobng civilian NAFls, as appropriate,
for their collective interests.

(NOTE: Redistribution of civilian NAFI funds to military NAFls, and vice
versa, is prohibited.)

(7) Training of civilian NAFI enpl oyees, supervisors, and managers.
(8) Oversight, review, and evaluation of the total civilian NAF

program including operational and financial managenment and civilian
per sonnel
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(9) Issuance of regul ations supplenenting this chapter to ensure the
ef fective operation of the civilian NAFI program

b. Heads of activities/conmands (e.g., |ocal commandi ng officers) have
conmand responsibility and authority for nanagement of civilian NAFlIs. Heads
of activities and comrands will:

(1) Determine the need for and supervise the operation of approved
civilian NAFIs.

(2) Ensure the effective adnministration, financial stability, and
proper use and dissolution of civilian NAFls |ocated at the activity.

(3) Ensure that no official or enployee receives extra renuneration
for duty concerned with supervision or control of a civilian NAFI, and that no
of ficial or enployee accepts any gifts, privileges, or other favors from
civilian NAFls, or from concessionaires, vendors, or others doing business
with, or for, a civilian NAFI

(4) Ensure the proper administration of personnel management prograns
to govern the enmployment rights, benefits, and privileges of direct hire
enpl oyees of civilian NAFlIs and conditions of enploynent.

(5) Ensure observance of applicable | aws, executive orders, and
regul ati ons by concessionaires serving civilian NAFIs.

1304. Authorized Activities and Excl usi ons

a. The following types of civilian NAFls are authorized:

(1) Civilian Food Service Activities. NAFIs in this category are
aut horized for the operation of approved food and rel ated services and
facilities primarily for the use of civilian enployees of Navy activities.

(2) Civilian Wlfare Activities. These activities are authorized for
t he conduct of approved wel fare functions and services which will pronote the
noral e and wel |l -being of all enployees of the activity or conmmand.

(3) Civilian Recreation Activities. These activities are authorized
for the conduct of approved recreational and |eisure tinme programs, events,
facilities, and services for all enployees of the activity or comrand.

(4) Civilian Mscellaneous Activities. |In unusual circunstances, a
need may exist for special facilities and services not provided for under the
categories listed above. |In these instances, the establishnent of such a

civilian NAFI requires the prior approval of BUPERS (Pers-65).
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b. Exclusions. The followi ng types of activities are not civilian NAFIs
or instrunentalities of the Federal Governnment and, hence, not subject to this
chapter.

(1) Voluntary Associations of Individuals. Such associations and
their funds, organized by and for groups of enployees for fraternal
charitable, religious, and other objectives, but not specifically authorized
under this chapter, are not civilian NAFIs.

(2) Personnel Service Organizations. Sone activities authorized by
statute or DON regul ations are not civilian NAFls. These include credit
uni ons, banking facilities, American National Red Cross, Navy Relief Society,
and recogni zed enpl oyee groups and unions.

(3) Informal Enployee Groups. |Intra office or activity/comand groups
of enpl oyees established solely for the purpose of providing flowers or gifts
on such occasions as illness, marriage, retirenent, or death or infornal

cof fee nmesses are not civilian NAFIs.

1305. Operating Principles

a. Employees paid fromAPF will not be used in operating civilian NAFIs
during the official working day, except that incidental time of such enpl oyees
may be used in limted wel fare operations, provided such functions do not
interfere with regularly assigned duties. Command and control functions,

e.g., participation in a civilian NAFl governing board or control, are not
operational functions; therefore, APF enployees may be utilized in such
functions.

b. Civilian NAFls may not purchase real estate in their own name, that of
DON, or that of the activity or conmmand.

c. Activity heads/heads of commands (e.g., |ocal commandi ng officers) may
aut horize the use of space and furnishings and equi prent for operation of
civilian NAFls. Mintenance and repair of space, furnishings, and equi pnent
so authorized will be provided from APF.

d. Personnel responsible for the custody of funds of civilian NAFIs wil|
be bonded. Paynents for these bonds will be made from NAF

e. Audits of civilian NAFIs will be conducted at |east annually by |oca
conmands. Copies of all audits will be provided to BUPERS (Pers-652).

f. Incentive or honorary cash awards may be granted only to NAF enpl oyees
of the individual civilian NAFls. Civilian NAFI funds may not be expended on
awar ds for APF enpl oyees.
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CHAPTER 14

NAF/ GS EMPLOYEE | NTERCHANGE AGREEMENT

1401. Policy. |In accordance with the authority provided in Section 6.7 of
the Civil Service Rules, and pursuant to the followi ng agreement with the DOD,
enpl oyees serving in NAFls of the Department nmay be appointed to positions in
the conpetitive civil service, and enpl oyees serving in positions in the
conpetitive service nay be appointed to NAF positions.

1402. Purpose. These policies are designed to all ow DOD NAF enpl oyees to be
appointed to positions in the Federal conpetitive systemw thout having to go
t hrough the usual process of getting on an appropriated Federal register. It
al so all ows Federal enployees to be appointed to NAF positions. The agreenent
allows for an easy interchange of enpl oyees between NAF and APF positions, or
NAF and Federal positions. The agreement covers APF positions throughout the
Federal Conpetitive Service. It is not linted nmerely to Federal positions
wi t hi n DOD.

1403. The | nterchange Agreenent

a. Section 1, Type of Appointnent held before Movenent. To be eligible
for noverment under this agreement, enployees nmust be currently serving under a
conpetitive career or career-conditional appointment or under a NAF
appoi nt nent or have been involuntarily separated (a BBA for NAF enpl oyees, or
a Reduction in Force for GS enpl oyees) from such appoi ntment without persona
cause within the preceding year (a time frame commences from an actual date of
separation). NAF enpl oyees must be, or have been, serving in continuing NAF
posi tions under appointnents without tine l[imts.

b. Section 2, Qualification Requirenents. NAF enployees nust neet the
qualification standards and requirenments for the positions to which they are
to be appointed in accordance with OPM established regul ations for transfer of
enpl oyees within the conpetitive service. Enployees in the conpetitive
service must nmeet the regul ar standards and requirenments established by DOD
for appointnment to NAF positions.

(1) This section advises servicing APF personnel offices that NAF
enpl oyees consi dered under this agreenment are to be treated in the sanme nanner
as if they were already Federal enployees in the conpetitive service
transferring fromone agency to another, i.e., they are to be considered
qualified and appointed as if they are current Federal enployees.

(2) The key point of the agreement is that NAF enpl oyees need only
nmeet the same qualification requirements as if they were already civil service
enpl oyees. This is inmportant in that this neans that in-service placenent
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qualification standards may be used in qualifying NAF enpl oyees coming into
the Federal Civil Service under this agreement. This type of qualification
standard, when available, is usually less rigid than those qualification
standards applied to applicants applying for initial entrance into the Federa
Civil Service.

c. Section 3, lLength of Service Requirement. NAF enployees nust have
served continuously for at least 1 year in NAF positions before they may be
appointed to positions in the conpetitive civil service under the authority of
the I nterchange Agreement. Enployees in the conpetitive civil service nust
have conpleted 1 year probationary period required in connection with their
career or career-conditional appointnments in the conpetitive service before
they may be appointed to NAF positions, w thout serving a trial period, under
the authority of this agreenent.

(1) This nmeans 1 year without a break in service and with no nore than
30 cal endar days allowed for Leave Wthout Pay during that year

(2) Al NAF enpl oyees nust neet this 1 year of continuous service
requi rement prior to being considered eligible under the agreenent. 1 year as
an RFT or RPT enployee normally neets this 1 year requirenent. As to flexible
enpl oyees, 1 year on a NAF activity's rolls is not necessarily sufficient.
| nst ead, enpl oyees under this type of appointnent nust actually work a number
of days equivalent to 1 year, and provide evidence of such when applying under
t he agreenent.

d. Section 4, Selection. NAF enployees nay be considered for appointnent
to positions in the conpetitive civil service in the same nmanner that
enpl oyees of the conpetitive service may be considered for transfer to such
positions. Enployees in the conpetitive service may be considered for
appoi ntnent to any NAF position on the basis of their qualifications.

(1) Transfer neans the enploynent of a career or career-conditiona
enpl oyee when he or she noves from one Federal agency to another (with or
wi t hout pronotion) without a break in service of 1 full workday. And,
according to OPMregul ations, transfer actions are nornmally processed by the
| osi ng agency as termination and in the gaining activity as a transfer

(2) A NAF enmpl oyee can nove fromhis or her position to any Federa
position in the conpetitive service on a nonconpetitive basis. However, the
word "nonconpetitive" has different nmeanings in different situations. Wen
referring to current on board, civil service enployees noving within the
conpetitive civil service system "nonconpetitive" neans that they do not have
to conpete with each other. \When referring to individuals not currently in
the Federal Civil Service entering the civil service system the word
“nonconpetitive" neans they do not have to conpete with other candidates in a
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civil service exam nation. A nonconpetitive appointing authority (the

I nterchange Agreenment, for exanple) is a way for agencies to bring enpl oyees
into the conmpetitive service w thout using an exam nation. Personnel applying
for appointnent into the conpetitive system under a special, or nonconpetitive
authority like this agreenent do not have to conpete with on board enpl oyees
applying to nove within the system unl ess an agency's own staffing policy
requires it. |In other words, a person can be sel ected under this agreenent
for any job if qualifications and other basic conditions are net, e.g.
citizenship, mninumage, etc., no matter how the pay and grade of the job
conpared to the NAF job. Once hired into the civil service system however
personnel will have to conpete with other civil service enpl oyees for jobs at
hi gher grades, even if the enpl oyee had NAF service equivalent to those

gr ades.

e. Section 5, Type of Appointment Granted after Mvenent. NAF enpl oyees
who are appointed to conpetitive positions under the ternms of this agreenent
wi I | have career or career-conditional appointnments, dependi ng upon whet her
they neet the 3-year service requirement for career tenure. The service which
conmences with a pernmanent NAF appointnent will be accepted toward neeting the
conpetitive service requirement. Enployees of the conpetitive service who are
appoi nted to NAF positions under the ternms of this agreement will receive
appoi ntnents without a tine [imt under DOD Directive 1401. 1- M

(1) Upon initial entrance into the Federal Conpetitive Service, an
enpl oyee is given a career-conditional appointnent. Upon conpleting 3 years
of substantially continuous service under such an appoi ntment, the enployee is
then converted to career status.

(2) In crediting NAF tine for career-conditional or career
appoi ntnent, only that continuous NAF time imrediately prior to appointnment to
the Federal Civil Service may be counted. To be eligible for a career
appoi nt nent, a NAF enpl oyee nust have 3 years of continuous NAF service
i mediately prior to the appointment. The following tine linmts also pertain:

(a) I'n the Federal service, an enployee nust not have nore than a
30-cal endar day break between periods of enployment for all such service to be
consi dered continuous. This is called substantially continuous service.

(b) The DOD Portability Program applies to DOD civilian enpl oyees
who nmove between NAF and civil service within DOD without a break in service
of nore than 3 cal endar days.

(c) Under the ternms of the |Interchange Agreenent, a NAF enpl oyee
must nove to the Federal Civil Service without a break of 1 workday.
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(d) To be eligible under the Interchange Agreenment, the basic
1 year of continuous service requirenent cannot include any break in service.
However, the 1 year following an RIF or BBA is not a break, but such tinme
cannot count toward the 1 year of service requirenent.

(e) NAF enpl oyees nmay be appointed in any agency and receive
credit for their NAF service toward career tenure. However, NAF service may
be credited for other purposes only if the enpl oyees nove within the DOD
wi thout a break in service |onger than 3 days. Oherw se, NAF pay may not be
used as an enpl oyee's highest previous rate, |eave accrued during NAF service
may not be transferred, and NAF service may not be credited toward | eave
accrual, retirenent or service conputation date for reduction in force

f. Section 6, Probationary and Trial Periods. Enployees appointed under
this agreement, who have previously conpleted a probationary or trial period,
will not be required to serve a new probationary or trial period.

Regul ar full tinme and regular part time NAF enpl oyees are required to
serve a 1 year probationary period prior to nmeeting basic eligibility under
this agreement, i.e., such enployees nust conplete their probationary period
before they are considered eligible to be appointed under the Interchange
Agreenent. As to NAF flexible enployees, they are not required to serve a NAF
probationary period; therefore, no such requirenment exists under this
agreement for enployees in this category. However, flexible enployees nust
conplete or work a nunmber of days equivalent to a year of work to be eligible
under the Interchange Agreenent.

g. Section 7, Status. NAF enpl oyees who are appointed in the conpetitive
civil service under the terms of this agreenent will receive conpetitive civi
service status. Thereafter, such enployees will be entitled to the benefits
and privileges provided by the civil service rules and by OPMregul ati ons and
instructions for persons having conpetitive civil service status. Enployees
of the conpetitive civil service who are appointed to NAF positions under the
terms of this agreenent will have whatever privileges are nornmally provided to
persons who initially receive appointnments, under DOD Directive 1401.1-M to
conti nui ng NAF positions.

h. Section 8 Effective Date. The Interchange Agreement, originally
approved on Septenber 21, 1991 for a 3 year period has been extended
indefinitely. The agreement may be term nated 30 days foll owing notice from
the DOD or OPM and may be nodified at any tine with the nutual consent of the
DOD and OPM

1404. Portability of Benefits. NAF enployees, who nove under the terms of
the I nterchange Agreement to a non-DOD agency, are not eligible for benefits
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under the Portability Legislation. This neans that sick and annual |eave wll
not be transferred. This also neans that none of the NAF tinme will count for
within grade increase, time for reduction in force purposes, and all other

t hi ngs covered under the Portability Act of Novenber 1990. Portability
benefits only conme into play when a DOD NAF enpl oyee noves to an APF position
within DOD or vice versa

a. The Portability of Benefits for NAF Enpl oyees Act anended
Title 5, USC, 2105(c), which generally requires that NAF enpl oyment be treated
as non- Federal enployment, to permt personnel interchange. The Act also
permts NAF service to be considered toward career tenure when entering the
conpetitive service, but only when the enpl oyees nove within DOD. NAF service
may be credited for other purposes only if the enpl oyee noves within the DOD
wi thout a break in service |onger than 3 days. Oherw se, NAF pay may not be
used as an enpl oyee's highest previous rate, |eave accrued during NAF service
may not be transferred, and NAF service may not be credited toward | eave
accrual, retirenent, or service conmputation date for reduction in force
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CHAPTER 15

PERSONNEL RECORDS DI SPOSI TI ON SCHEDULE

1501. Transferring Records (NAF and APF) to Other Custody. Naval records may
be nmoved and assigned to other custody within the naval establishnent, to
Federal Records Centers (FRCs), to the National Archives and Records

Admi ni stration (NARA), or to other governnment agencies. When moving the
records involves a change in custody, the nove is referred to as a records
transfer. Changes in location within the activity, usually by renmoval to

| ocal storage areas, are referred to as records retirenent. For detailed

i nstructions governing the disposal of both APF and NAF records, refer to
reference (c), SECNAVINST 5212.5C

1502. Scope. This chapter covers the disposition of OPFs and ot her records
relating to NAF personnel wherever enployed by DON, except for those non-U. S.
citizens enployed outside the U.S. and its territories; general NAF records
di sposition; and NAF financial records disposition. DON NAF enpl oyee
personnel records relate to the supervision over and managenent of such

enpl oyees. Any records created prior to January 1, 1921, nust be offered to
the National Archives and Records Service for possible pernmanent retention
bef ore these disposition instructions may be applied.

1503. APF Records Disposition. Upon disposal of APF records, refer to
SECNAVI NST 5212.5C for detail ed disposal instructions.

1504. NAF Records Disposition. NAF personnel records shall be disposed of in
accordance with the schedul e contained in appendi x G
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PAY ADM NI STRATI ON FOR CRAFTS AND TRADES

1. General Policy

a. This Appendix suppl ements pay policies and procedures contained in
subchapter S8 of OPM s Operating Manual for NAF Federal Wage System (FWS), and
Chapter 3 of this manual.

b. The above cited OPM Qperating Manual applies only to enployees in NA,
NL and NS positions.

2. Definitions

a. Prevailing Rate Enployee. This termis used interchangeably with the
term "NAF crafts and trades" enployees (NA, NL, or NS). It enconpasses
enpl oyees of a NAFI who are enployed in a recognized craft or trade or other
skilled mechanical craft, or in an unskilled, seniskilled, or skilled manual
| abor occupation, and any other individual, including a foremen and a
supervisor, in a position having craft, trade, or |aboring experience and
know edge as the paranmount requirenent.

b. Scheduled Rate of Pay. The rate of pay fixed by |aw or administrative
action, including a retained rate of pay and rate on tenporary pronotion for
the job held before any deductions and excl usive of additional pay of any
ki nd.

c. Rate of Basic Pay. The scheduled rate of pay, plus any night shift or
envi ronnental differential

d. Existing scheduled Rate of Pay. The scheduled rate of pay received
i medi ately before the effective date of a transfer, reassignment, pronotion,
change to | ower grade, wthin-grade increase, or revision of a wage schedul e.

e. Highest Previous Rate. The highest schedul ed rate of pay previously
paid to a NA, NL, or NS enployee while enployed in a NAF position

f. Representative Rate. A rate used to determ ne the nature of the job
change (e.g., pronotion, change to a |l ower grade, or reassignnent) where
di fferent kinds of pay schedules are involved, whether in the sane or
di fferent wage areas.

g. Reassignnent. A change of an enployee, while serving continuously in
the sane NAFI, fromone job to another w thout pronotion, or change to | ower
gr ade.

Appendi x A
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h. Reenployment. Enployment, including reinstatenment or another type of
appoi ntnent, after a break in service of at least 1 full workday.

i. New Appointment. A first appointment as an enpl oyee of the NAFI

j. Premium Pay. Additional conpensation for overtime, standby duty, and
wor k perforned on a holiday or Sunday.

k. Reqularly scheduled. Wrk that is scheduled in advance of an
adm ni strati ve wor kweek

. Tour of Duty. The hours of a day (a daily tour of duty) and the days
of an administrative workweek (a weekly tour of duty) that constitute an
enpl oyee's regul arly schedul ed admi nistrative workweek

m  Sunday Work. Nonovertinme work performed by an enpl oyee during a
regul arly schedul ed tour of duty when any part of that tour of duty is on a
Sunday.

n. Overtime Work. Authorized and approved hours of work performed in
excess of eight hours in a day or in excess of 40 hours in an adm nistrative
wor kweek, whi chever is the greatest nunmber of overtinme hours (includes
schedul ed and unschedul ed overtime work).

0. Reqular Overtime Work. Overtime work that is scheduled prior to an
enpl oyee's regul arly schedul ed admi nistrative workweek

p. lrreqular or Occasional Overtime Wrk. Overtime work which is not
schedul ed as a part of the regularly schedul ed adninistrative wor kweek.

g. N ght shift Work. Regularly schedul ed nonovertime work when a
maj ority of whole hours of such work occur between 3:00 p.m and m dni ght
(second shift) or between 11:00 p.m and 8:00 a.m (third shift).

r. Holiday Work. Non-overtime work performed by an enpl oyee during a
regul arly schedul ed daily tour of duty on an officially designated holiday.

s. Nonwor kday. Any cal endar day that the enpl oyee is not scheduled to
work within enployee's basic workweek exclusive of official holidays.

t. Retained Rate of Pay. The rate of pay to which an enployee is
entitled when changed to a | ower grade, reassigned, or otherw se changed to a
NA, NL, or NS grade or pay band having a maxi mum schedul ed rate of pay which
is less than the enpl oyee's existing schedul ed rate of pay.
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3. Specific Policy

a. New Appointnents. Except as provided in (1) and (2) below, a new
appointnent will be nade at the mninumstep of the grade.

(1) Heads of NAFIs may appoint an enpl oyee at a rate above the m ni num
step of the appropriate grade in recognition of his or her specia
qualifications, for exanple, an applicant with skills and experience of an
exceptional or highly specialized nature pertinent to his or her position
Each case of hiring above the mininumrate shall be docunmented fully in the
enpl oyee' s OPF.

(2) Heads of NAFIs may request authority to routinely make
appoi ntnents at the second, third, fourth, or fifth step for a hard-to-fil
positions. The NAFlI cannot recruit qualified enployees at the step
1 level. Requests will be forwarded to the DOD Wage Setting Division (WD)
via BUPERS (Pers-653), and will include at a mnimm the follow ng:

(a) The hiring rate for the particular occupati on and grade anong
private enployers in the area if higher than the step 1 of the applicable
grade on the | ocal wage schedul e.

(b) Coordination with other mlitary services and exchanges in the
same wage schedul e.

b. Position Change. When an enployee is reenployed, transferred,
reassi gned, or changed to a | ower grade, subject to the grade and pay
provi sions in sub-chapter 9 of OPM Operating Manual for NAFlIs, the head of the
| ocal NAFI may pay that enpl oyee at any step of the new grade which does not
exceed that enpl oyee's highest previous rate. |f the highest previous rate
falls between two steps of the grade, the head of the NAFI may pay at the next
hi gher rate.

c. Pronotion. When pronoted, an enployee is entitled to be paid at the
| owest step of the new grade that exceeds his or her existing scheduled rate
of pay by at |east 4 percent.

(1) If there is no rate of pay in the grade to which pronoted that
exceeds the enpl oyee's existing scheduled rate of pay by at |east 4 percent,
the enpl oyee will be paid either the maxi mum schedul ed rate of the new grade,
or his or her existing scheduled rate of pay, if that rate is higher
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(2) When pronoted, an enployee may be granted the benefit of the
hi ghest previous rate provisions if this would result in a higher rate of pay
than woul d result from applying the provisions of a normal pronotion action

d. Highest Previous Rate

(1) The highest previous rate for NAF enpl oyees is based on a regul ar
tour of duty at that rate.

(2) The highest previous rate may be based upon a rate of pay received
during a period of tenmporary pronotion so long as it is not used as a vehicle
to circumvent the period required for wthin-grade pay increases.

(3) The highest previous rate may not be based on a rate received for
an appoi ntnment as an expert or consultant, or on a special pay rate
established in recognition of hard-to-fill vacancies.

(4) When a NAF enployee's rate of pay is one that was established as a
speci al pay rate, his or her highest previous rate is the rate to which he or
she woul d have been entitled had the special rate not been applied.

(5) If the highest previous rate was earned in a NA, NL, or NS
position, the highest previous rate is cal cul ated based on the current grade
and step rate of the old position using the wage schedul e of the area in which
t he enpl oyee is being enployed, or the actual earned rate, whichever is

higher. |f the highest previous rate falls between two steps of the new
grade, the head of the NAFI nmay consider the higher of the two rates as the
hi ghest previous rate. See paragraph 7 below for an illustration of this

conput ati on, and application of the highest previous rate rule.

e. Effective Date

(1) Normal. The effective date of a change in a pay rate is the
first day of the first pay period on or after the date the action is approved
by the head of the NAFI, unless a subsequent date is specifically stated.

(2) Retroactive. A NAF enployee who is qualified for his or her
official job and perforns its duties, but who through adm nistrative error is
not paid the appropriate rate for his or her grade, will have the rate
corrected retroactively. This corrective paynent is not to be regarded as a
retroactive pronotion.

4. General Pay Fixing Guides. Unless specifically stated in this manual or
OPM s Operating Manual for NAF FW5, Subchapter S8, only schedul ed rates of pay
are considered in maki ng pay adjustnents.
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a. Pay Conputation Rule. For pay conputation purposes, rates are
conputed to the nearest cent, counting one-half of a cent and over as a whole
cent. \henever it is necessary to convert a basic annual rate to an hourly
rate for comparison purposes, the hourly rate will be derived by dividing the
annual rate by 2087.

b. Simultaneous Pay Change

(1) I'f an enpl oyee becones entitled to two pay benefits at the sane
time, the changes will be processed in a manner that gives the enpl oyee the
maxi mum benefit.

(2) If an enpl oyee becones entitled to an increase in pay and to a
personnel or appoi ntnment change at the sane time, the increased rate of pay is
deened to be the enpl oyee's existing schedul ed rate of pay when the personne
or appoi ntnment change is processed.

c. Cost-of-living Allowance as Base Pay in Nonforeign overseas Area.
VWhen an enpl oyee in a nonforeign overseas area paid under the pay band system
(NF schedule) is changed to a NA, NL, or NS position, nonforeign area
differential, or cost-of-living allowances received in the NF job, is added to
the schedul ed rate of pay for the purpose of establishing a rate of
pay for the new job. The nonforeign area differential, or cost-of-living
al l owance, is not added to the representative rate when determ ning the nature
of the action.

d. Pay Wiile on Leave. Enployees are paid at their basic rates
(including night shift differential except as provided in sections 6121-6130
of Title 5, USC, regarding flexible and conpressed work schedules). This
provision is applicable even though the basic workweek nmay include workdays
wi th hours exceedi ng ei ght per day for which overtime rates are paid.

e. Lunp Sum Leave Payments. \When an enployee is on the rolls on the
i ssue date of a wage schedul e increase, but separates before the effective
date of the increase, the enployee is entitled to receive his or her | unp-sum
annual | eave paynent at the higher rate for the period extendi ng beyond the
effective date.

VWhen an enpl oyee separates after a wage survey is ordered, but before
the issue date of the wage schedule, and his or her annual |eave extends
beyond the effective date of the increase, the enployee is entitled to receive
his or her |unp-sum annual |eave paynent at the higher rate for the period
ext endi ng beyond the effective date. This provision applies when the issue
date of the wage schedule is prior to the effective date set by 5 USC 5344(a).
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5. Overtine, Differential., and Preni um Pay

a. Overtine Pay

(1) Title 5 vs. FLSA. Enployees will be paid overtine pay for work in
excess of eight hours in a day, or in excess of 40 hours in an adm nistrative
wor kweek, whi chever is the greater nunber of overtime hours that are
officially ordered or approved and perforned by the enpl oyee.

(a) OPMs Operating Manual for NAF FW5, Subchapter S-8, only
speaks to the overtime provisions of Title 5. Therefore, since the exanples
of overtinme pay included in paragraph 11 bel ow do not apply to any FLSA
overtime entitlenment, it is necessary to carry out dual calculations to
determ ne the greater benefit.

(b) Nonexenpt enpl oyees covered by the FLSA are entitled to
overtime pay under whichever legal authority (Title 5 vs. FLSA) provides the
greater benefit.

(2) Over Eight Hours in a Day. Wen an enployee works nore than eight
hours in a day, including Sunday or a holiday, tine in excess of the eight
hours is paid at the overtinme rate even though it is part of a schedul ed 40-
hour week.

(3) Over 40 Hours in a Wek. Hours of work in excess of eight in a
day are not included in computing hours of work in excess of 40 hours in an
admi ni strative workweek

(4) Overtine Rate. Except as otherw se specifically authorized, heads
of NAFIs will pay an enployee for overtime work perforned at the rate of one
and one-half tinmes his or her rate of basic pay.

(5) Leave Wth Pay. Hours during which an enpl oyee is absent from
duty on paid | eave, during time when the enpl oyee ot herwi se woul d have been
required to be on duty, will be considered hours of work in deternining
whet her the enployee is entitled to overtine pay for work performed in excess
of eight hours a day or 40 hours in a week.

(6) Leave Wthout Pay. Hours during which an enpl oyee is absent from
duty on | eave without pay, during a tine when the enpl oyee woul d ot herw se
have been required to be on duty, will not be considered hours of work in
det erm ni ng whet her the enployee is entitled to overtine pay for work
performed in excess of eight hours in a day or 40 hours in a week.
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(7) Mnimum (Callback) Overtinme Pay. |Irregular or occasional overtine
wor k perforned by an enpl oyee on a day when work was not schedul ed for the
enpl oyee, or for which the enployee is required to return to his or her place
of enploynent, is considered at least 2 hours in duration for the purpose of
overtime pay, whether or not work is perforned.

(8) Conpensatory Time. Heads of NAFIs are not authorized to grant NAF
wage enpl oyees conpensatory time off in lieu of overtinme paynents.

b. N ght Shift Differential. An enployee is entitled to pay at his or
her scheduled rate plus a differential of 7% percent of his or her
schedul ed rate for regularly schedul ed non-overtime work when a majority of
the work hours occur between 3:00 p.m and nidnight; or 10 percent of the
scheduled rate if the majority of work hours occur between 11:00 p.m and 8:00
a.m The night shift differential is paid for the entire shift when the
majority of hours fall within the specified periods. Mjority of hours mean a
nunber of whol e hours greater than one-half (including neal breaks).

(1) Included as Base Pay. Night shift differential is included in
basi ¢ pay for enployees and used as a basis for computing overtime pay, Sunday
pay, and holiday pay, and, where applicable, amunts of deductions for
retirement and group life insurance.

(2) Pay Wiile on Leave. An enployee, regularly assigned to and
recei ving night shift differential, is entitled to the night shift
differential for periods of excused absence on a holiday or while in officia
travel status during the hours of his or her regular night shift.

c. Pay for Holidays. Paid to wage NAF enpl oyees when:

(1) Excused from Wrk. An enployee is excused from work because of
the occurrence of a holiday on that enployee's regularly schedul ed wor kday.
The enployee is entitled to the same rate of pay for that day, including any
applicabl e night differential, as if he or she had worked.

(2) Wrk on a Holiday. An enployee perfornms work on a holiday which
is not overtine work. The enployee is entitled to be paid his or her rate of
basi ¢ pay, plus premiumpay at a rate equal to the rate of basic pay.

(a) Overtinme Pay for Holiday Work. An enployee will be paid for
overtime work perforned on a holiday at the sane rate as for overtine on other
wor kdays.

(b) Muninmum (Call back) Holiday Pay. An enployee required to
report for work on a holiday will be paid at |east 2 hours of holiday pay
whet her or not work is actually perfornmed.
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d. Sunday Prem um Pay. Paid to NAF wage enpl oyees with a schedul ed basic
wor kweek of 40 hours, when:

(1) An enployee's regular work schedul e i ncludes an 8-hour period of
work, a part of which is on Sunday. He or she is entitled to additional pay
at the rate of 25 percent of his or her hourly rate of basic pay for each hour
of work performed during that 8-hour period of work. An enpl oyee who works
nore than 8 hours in a single tour of duty on a Sunday does not receive the
Sunday premi um for hours in excess of eight hours.

(2) Premumpay for Sunday work is in addition to prem um pay for
hol i day work, overtime pay, and night shift differential, and is not included
in the rate of basic pay used to conpute the pay for holiday, overtine and
ni ght work.

(3) An enployee has two separate tours of duty on Sunday,
(e.g., one tour that begins on Saturday and ends on Sunday and another tour
t hat begi ns on Sunday and ends on Monday). He or she is entitled to prenium
pay for Sunday work not to exceed 8 hours for each tour of duty.

6. Wthin-Gade |ncrease

a. Wiiting Periods

(1) For enpl oyees on prearranged regul ar schedul es, the waiting
peri ods for advancement to the second, third, fourth, and fifth steps in al
grades are:

(a) Step 2: 26 cal endar weeks of creditable service in step 1
(b) Step 3: 78 cal endar weeks of creditable service in step 2.

(c) Steps 4 and 5: 104 weeks of creditable service in each of
steps 3 and 4.

(2) For enpl oyees wi thout prearranged regul ar schedul es, the waiting
peri ods for advancement to the second, third, fourth, and fifth steps in al
grades are:

(a) Step 2: 130 days of creditable service in a pay status in
step 1 over a period of no | ess than 26 cal endar weeks.

(b) Step 3: 390 days of creditable service in a pay status in
step 2 over a period of no | ess than 78 cal endar weeks.
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(c) Step 4: 520 days of creditable service in a pay status in
step 3 over a period of no | ess than 104 cal endar weeks.

(d) Step 5: 520 days of creditable service in a pay
status in step 4 over a period of no |l ess than 104 cal endar weeks.

Note: Any day on which part-tine service is performed constitutes a full day.

b. Creditable Service

(1) Continuous civilian enployment in any NAFI is creditable service
in the conmputation of a waiting period. Service credit is given

(a) During periods of annual, sick, and other |eave w th pay
(e.g., advanced annual and sick | eave), and service under a tenporary
appoi nt nent .

(b) When the waiting period is not interrupted by non-workdays
i nterveni ng between an enpl oyee's last regularly schedul ed workday in one job
and his or her first regularly schedul ed workday in a new job.

(2) For enployees with prearranged regular schedules, creditable tine
in a non-pay status is counted in the conputation of a waiting period when it
does not exceed, in the aggregate, 1 workweek in the waiting period for step
2, 3 workweeks in the waiting period for step 3, and 4 workweeks in the
wai ting period for steps 4 and 5.

(3) Creditable mlitary service is counted in the conputation of a
wai ting period when:

(a) An enployee is on | eave of absence to perform such service and
returns to pay status through the exercise of a restoration right provided by
| aw, executive order, or regulation.

(b) A former enployee is reenployed in a NAFI no |ater than
52 cal endar weeks after separation frommlitary service, or if hospitalized
after mlitary service within 1 year after release fromthe hospital

(4) Service that is not creditable in the conputation of a waiting
period incl udes:

(a) Service outside of the regularly schedul ed 40 hour workweek
that is paid at overtine rates.
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(b) Service before a single non-pay period or a break in service
when the non-pay period or break in service exceeds 52 cal endar weeks, and any
part of a nonpay period of nore than 52 cal endar weeks.

(c) The period between the date an enpl oyee | eaves his or her
civilian job to enter the Arned Forces, and the date of his or her
reenpl oyment in a position when his reenploynent is not within 52 continuous
cal endar weeks fromthe date of his or her discharge fromthe Arned Forces,
except in instances of restoration provided by |aw

7. Highest Previous Rate Calculation. The following is an illustration of
subpar agraph 3d(5) above. Although the exanple uses NA grades, the sane
principle also applies to NL, and NS grades.

a. An enployee in New York, NA-8 Step 1, was reenployed i n Washi ngton

D.C., at the NA-7 grade level. Pertinent wage schedule rates are as foll ows:
STEP RATES

1 2 3 4 5

New Yor k NA- 8 $7.78* $8. 13 $8. 45 $8.78 $9. 09

Wash. DC NA- 8 7.55*%* 7.87 8.18 8. 49 8.81

Wash. DC NA- 7 7.06 7.36 7.65 7.94 8.23

* Previously earned rate
**Current rates in the wage area where the enpl oyee is being enpl oyed.

b. Steps to be Foll owed

(1) Compare the enpl oyee's previous grade and step rate ($7.78) in New
York with the same grade and step rate in Washington, DC ($7.55). The
previous earned rate is higher; therefore, it is established as the enpl oyee's
hi ghest previous rate.

(2) The enpl oying NAFI may pay this enployee at any step of the grade
NA-7 (the grade at which reenpl oyed) that does not exceed the fourth step
(since the enpl oyee's highest previous rate ($7.78) falls between steps 3 and
4 of grade NA-7.

(3) In no case will an enployee be paid nore than the top step of the
grade in which re-enployed, irrespective of the enpl oyee's highest previous
rate.

(4) Since an enpl oyee has no vested right on re-enploynent to receive
t he highest previous rate of pay, the head of the NAFI shoul d adopt a policy
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of using the highest previous rate rule, or require that an enployee on re-
enpl oyment start at the first step rate of the grade.

8. N ght Shift Differential Calculations. Mjority of hours, as used in
subpar agraph S8-4c, Subchapter S8, of OPM s Operating Manual for FWS NAF
means majority of whole hours. Hours are considered to be periods of

60 m nutes.

a. Reqular Shifts. NAF wage enpl oyees (full-time, flexible, and part-
time enpl oyees) are entitled to night shift differential when the majority of
their whole hours are worked during a period in which a night shift
differential is payable.

(1) Exanple 1. An enployee is regularly scheduled to work a period
conmencing at 2:00 p.m and ending at 8:00 p.m Since the nmajority of whole
hours were worked during a period for which the night shift differential of
7 Y percent is payable, the enployee is entitled to that differential for the
entire shift.

(2) Exanple 2. An enployee is regularly scheduled to work a period
conmencing at 1:00 p.m and ending at 5:30 p.m The enpl oyee perforned
2 hours of work before the night shift period, and 2% hours during the night
shift period. The enployee is not entitled to the shift differential. To
qualify for the differential, the enployee nust perform 3 whol e hours of work
during the night shift period.

b. Split Shifts. Wen an enployee's tour of duty overlaps nore than one
established shift, or includes a break of nore than 1 hour within a schedul ed
basi ¢ workday, pay will be cal cul ated as foll ows:

(1) Exanple 1. An enployee works an 8-hour shift from8:00 p.m to
4:00 a.m with a 20 mnute paid neal period. The enployee worked 3 hours in
the second shift and 5 hours in the third shift. The enployee is entitled to
a 10 percent differential for all 8 hours since a majority of whole hours fal
within a period for which the 10 percent night shift differential is payable.

(2) Exanple 2. An enployee who works 4 hours during the second shift
and 4 hours in the third shift will be paid a 7% percent differential for the
entire shift since a mgjority of hours were not worked during the third shift.

(3) Exanple 3. An enployee who is authorized to work 3 hours during
the third shift, 3 hours during the first shift and 2 hours during the second
shift (e.g., 5:00 aam to 11:00 a.m and 3:00 p.m to 5:00 p.m), is entitled
to a 7% percent night shift differential for all 8 hours since a mgjority
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of his or her regularly schedul ed hours of work fall within a period during
which a night shift differential is payable. The 10 percent differential is
not paid since a majority of his or her regularly schedul ed 8 hour shift does
not specifically fall within the period of 11:00 p.m to eight a.m

(4) Exanple 4. An enployee perforns work from 10: 00 a.m to 12 noon
and during the sane day performs work between 4:00 p.m and eight p.m Hours
wor ked each day total 6 hours with the enpl oyee performing 4 hours of work
during the established night shift period. This enployee is entitled to the
7 Y percent night differential for all hours of work perforned
(e.g., 6 hours).

(5) Exanple 5. An enployee works an 8-hour shift from 11:30 a.m to
eight p.m The nmeal break is set from3:30 p.m to 4:00 p.m (e.g., included
in the 5-hour period from3:00 ppm to 8: 00 p.m) resulting in majority of
whol e hours in the second shift that entitles the enployee to a 7 % percent
shift differential

(6) Exanple 6. |If the enployee's shift is from11:00 a.m to
7:30 pom with a neal break from3:00 p.m to 3:30 p.m, no shift differentia
is paid since the najority of whole hours were not between 3:00 p.m and
m dni ght (e.g., the enployee is only credited with 4 % hours during the second
shift).

(7) Exanple 7. An enployee who works from7:00 p.m to 3:30 a.m wth
a neal break from 11:00 p.m to 11:30 p.m is paid a 7 Y2percent differentia
for all 8 hours. The 10 percent differential is not paid because, even when
the neal period is counted, a majority of the enployee's regularly scheduled 8
hour shift does not specifically fall within the period of 11:00 p.m to 8:00
a.m

9. Holiday Premium Pay Calculations. The follow ng exanples illustrate pay
entitl enment authorized by subparagraph S8-4d(2) Subchapter S8 of OPM s
Operating Manual for NAF FWS.

a. Exanple 1. An enployee's regularly schedul ed workweek is 8:00 a.m to
4:30 p.m Monday through Friday. Monday is a holiday and the enployee is
required to work 8 hours on that day. Holiday prem um pay is conputed as
fol |l ows:
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Conpensabl e hours
Regul arly Schedul ed
Wor kweek M T W T F S Tot a
Basic rate (schedul ed 8 8 8 8 8 40
rate only)
Prem um Pay - equal to
enpl oyee's basic rate 8 8

*Hol i day

The enpl oyee is paid for all regularly schedul ed work hours at his or
her basic rate. Holiday premiumpay at a rate equal to his or her basic rate
is paid for the nunber of non-overtine hours worked on the holiday.

b. Exanple 2. Avregular, full-tinme enployees’ workweek is 11:00 p.m to
7:30 a.m, Tuesday through Saturday. Mnday was a designated holiday, and the
enpl oyee was required to work that day. For the purposes of this exanple,
Tuesday was the enployee's "in lieu" holiday. The enpl oyee al so worked
8 hours on Tuesday. Premum pay is conputed as 8 holiday hours worked and
8 overtime hours worked. The appropriate shift differential is also applied.

Conpensabl e hours

Reg. Schedul ed Wor kweek M T W T F S Tot a
Basi ¢ Rate (scheduled rate 8 8 8 8 8 40
plus 10% differential)

Hol i day Prem um Pay (schedul ed 8 8

rate plus 10% shift
differential)

Overtime (1 % tines 8**
the basic rate (schedul ed

rate plus 10% ni ght

differential)

*Hol i day
** Since the enployee's regularly schedul ed wor kweek consists of 40 hours,

Tuesday t hrough Saturday, Mnday becones the overtinme period because it is
out side the enpl oyee's basi c wor kweek.
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c. Exanple 3. An enployee's regularly schedul ed workweek is 9:00 a.m to
5:30 p.m, Monday through Friday. Mbonday is a holiday, but the enployee is
required to perform 10 hours of work. Premumpay is conputed as 8 hours
hol i day worked and 2 hours of overtine worked.

Conpensabl e Hours

Reg. Sch. wor kweek M T W_ T E_ S Tot a

Basic rate 8 8 8 8 8 40
(schedul ed rate

onl y)

Hol i day Prem um Pay 8
(Equal to Basic rate)

Overtime (1-1/2 tinmes 2 2
basic rate)
*Hol i day

d. Exanple 4. A part-tine enployee, who is entitled to observe a
hol i day, has a regularly schedul ed workweek which is 9:00 a.m to 4:00 p.m
(no meal period during which enployee is entirely free fromwork
requi rements), Mnday, Wednesday, and Friday. Mnday is a holiday, and the
enpl oyee is required to perform 3 hours of work on that day. Holiday prem um
pay is conmputed as 3 hours worked.

Conpensabl e Hours

Organi zati on Wor kdays M T w T E S Tot a
Schedul ed hours 7 7 7 21
Basic rate (schedul ed 7 7 7 21
rate only)

Hol i day Prem um Pay 3** 3
(equal to basic rate)

* Hol i day

** | f the enployee had performed 10 hours of work on the holiday, 2 of those
hours woul d be treated as overti ne.
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10. Sunday Premium Pay Calculation. Only a full-tine enployee with a basic
wor kweek of 40 hours is entitled to Sunday prem um pay. Therefore, not al
full-time enployees will be entitled to Sunday prem um pay, even if they have
an 8-hour workday schedul ed on Sunday.

a. Exanple 1. An enployee with a 40-hour basic workweek, whose work
schedul e for the week includes a workday which begins at 6:00 p.m on Saturday
and ends at 2:30 a.m Sunday, is entitled to Sunday premi um pay for that
wor kday, conputed as foll ows:

8 hours - basic rate (scheduled rate plus 7 Y% percent night shift
differential)

8 hours - Sunday premiumpay at a rate equal to 25 percent of the basic
rate.

b. Exanple 2. An enployee with a 40-hour basic workweek works a
regul arly schedul ed night shift from5:00 ppm to 1:30 a.m (with % hour neal
break); 1 shift begins at 5:00 p.m on Saturday and ends 1:30 a.m on Sunday,
and the next begins 5:00 p.m on Sunday and ends 1:30 a.m on Mnday. The
enpl oyee is entitled to Sunday premi um pay for both tours (total 16 hours),
conputed as foll ows:

16 hours - basic rate (schedul ed rate plus 7% percent night shift
differential)

16 hours - Sunday prenmium pay at a rate equal to 25 percent of the basic
rate.

11. Overtime Pay Calculations. Entitlenent to overtime pay is authorized in
accordance with the provisions of Title 5 USC, and as described in

subpar agraph S8-4, Subchapter S8, of OPM s Operating Manual for NAF FW5, and

anplified in this Appendi x. Consideration also nmust be given to the overtine
provi sions of the FLSA for nonexenpt enpl oyees. Such enployees are entitled

to overtine pay under whichever |egal authority provides the greater benefit.

a. Wirk Exceeding 8 Hours in a Day. The follow ng exanples are intended
to illustrate the pay entitlenment authorized by Subparagraph S8-4b(3),
Subchapter 8, OPM s QOperating Manual for NAF FWS.
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(1) Exanple 1. An enployee works from8:00 a.m to 6:30 p.m, Mnday
t hrough Friday.

Conpensabl e hours

S M T W T F S Tot a
Schedul ed Hours 10 10 10 10 10 50
Basi ¢ Rate (schedul ed 8 8 8 8 8 40
rate)
overtime rate (one 2 2 2 2 2 10

and one-half tines the
basic rate).

(2) Exanple 2. An enployee works from7:00 a.m to 5:00 p.m Tuesday
t hrough Friday and 7:00 a.m to 11:00 a.m on Saturday. Enployee has a 1 hour
neal period Tuesday through Friday, none on Saturday. Overtinme pay is
conputed as foll ows:

Conpensabl e hours

S M T W T F S Tot a
Schedul ed Hours 9 9 9 9 4 40
Basic rate (schedul ed 8 8 8 8 4 36
rate)
Overtime rate (1 % 1 1 1 1 4

times the basic rate)

b. Overtinme Pay for Night Wirk. The followi ng exanples are intended to
illustrate the pay entitlenent authorized by Subparagraph S8-4b(7)(a),
Subchapter S8, of OPMs Operating Manual for NAF FWS.

(1) Exanple 1. This exanmple illustrates the conputation of overtine
pay for enpl oyees who are regularly working a night shift for which the shift
differential is payable, when the overtime period falls within the day shift.
An enpl oyee's regul ar schedul e requires that work be perfornmed between the
hours of 11:00 p.m and 7:30 a.m, Monday through Friday. On Tuesday, the
enpl oyee perforns overtinme work from7:30 a.m until 11:30 a.m Overtinme pay
is conputed as foll ows:
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Conpensabl e Hours
S M T W T F S Tot a
Basic rate (schedul ed 8 8 8 8 8 40
rate plus 10% shift
differential)
Overtime rate (1% 4 4

times the basic
rate (schedul ed rate plus
10 percent shift differential))

(2) Exanple 2. This exanple illustrates the conputation of overtine
pay when an enpl oyee perforns overtine work on a day not regularly schedul ed
as a workday for the enployee, or for the organization. The organization
operates a 24 hour a day, Monday through Friday operation. The enployee's
regul ar schedule is Monday through Friday, 3:00 p.m to 11:30 p.m. Overtine
wor k was performed on Saturday, 8:00 a.m to 12 noon. Overtinme pay is
conputed as foll ows:

Conpensabl e Hours

Organi zati on
Wor kdays M T W T F S* Tot a

Basic rate (schedul ed 8 8 8 8 8 40
rate plus 7%
percent shift
differential)

Overtime rate (1% 4* 4
times the basic

rate (schedul ed rate plus

7% percent shift differential)

* Not a schedul ed workday for the organization or the enployee.

(3) Exanple 3. This exanple illustrates the conputation of overtine
pay when an enpl oyee perfornms overtine work on a day not regularly schedul ed
as a workday for the enployee, or for the organization. The organization
operates a 24 hour a day, Monday through Friday operation. The enployee's
regul ar schedule is 3:30 p.m to 12 m dni ght, Mnday through Thursday, and
7:30 aam to 4:00 p.m on Friday. Overtine work was perforned on Saturday,
9:00 aam to one p.m. Overtinme pay is conputed as foll ows:
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Conpensabl e Hours
Organi zati on Wor kdays M T W T F S* Tot a
Basic rate (schedul ed 8 8 8 8 8 40

rate plus 7% percent
Shift differential)

Overtime rate (1% 4 4
tinmes the basic rate

(schedul ed rate only)**

* Not a schedul ed workday for the organization or the enployee.

** No shift differential added, because the schedul ed shift prior to the
overtime was a day shift. This would be true even if the overtine hours were,
for example, 4:00 p.m to 8:00 p.m

(4) Exanple 4. This exanmple illustrates the conputation of overtine
pay for an enpl oyee perform ng overtime work on a day other than a regularly
schedul ed workday for the enpl oyee, but one which is a regul ar workday for the
organi zation. The organization operates a 24 hour a day, 7 days a week
operation. An enployee's regular schedule is Tuesday through Saturday, 8:00
a.m to 4:30 p.m. The enployee perfornms overtime work on Monday between the
hours of 8:00 p.m and 12 nidnight. Overtime pay is conputed as foll ows:

Conpensabl e Hours

S M T w T F S Tot a
Basic rate (schedul ed 8 8 8 8 8 40
rate only)
Overtime rate (1% 4 4

times the basic
rate (schedul ed rate plus
7% percent shift differential)

c. Overtime Pay Calculation for Rotating Shifts. These exanples dea
with overtine pay for enployees with regularly rotating tours as authorized in
Subpar agraph S8-4b(7)(b), Subchapter S8, of OPMs Operating Manual for NAF
FWS.

(1) Exanple 1. This exanmple illustrates the conputation of overtine
pay for an enployee who has a regularly rotating tour of duty which includes 2
or nore shifts, and who perforns overtime work on a regularly schedul ed
wor kday. An enpl oyee's regul ar schedule rotates on a weekly basis between the
hours of 7:00 a.m and 3:30 p.m; 3:00 p.m and 11:30 p.m; and 11: 00 p.m and
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7:30 a.m, Monday through Friday. Overtine work is performed on Tuesday
during the week that the enployee is working the first shift (7:00 a.m to
3:30 p.m). Overtime pay is conmputed as foll ows:

(a) The scheduled rate (shift differential does not apply) is
multiplied by 1.50 to deternine the overtine rate.

(b) The overtinme rate is then multiplied by the nunmber of overtine
hour s.

(c) If overtine work is performed on a day during the foll ow ng
week when the enployee is working the second shift (3:00 p.m to 11:30 p.m),
the conputed overtine rate would be 1% times the scheduled rate, plus the
7 Y percent shift differential.)

(2) Exanple 2. An enployee works 2 different shifts on a schedul ed
rotating basis during each week (Mnday-Wdnesday, 3:00 p.m to 11:30 p.m and
Thursday - Friday, 11:00 p.m to 7:30 a.m). The enployee perfornms overtine
work on a day other than a regularly schedul ed workday (Saturday, 8:00 a.m to
12 noon). Overtime pay is conmputed as foll ows:

(a) Overtine is conputed on the bases of the average rate of basic
pay for the regularly schedul ed shifts worked by the enpl oyee:

Monday, Tuesday, Wednesday = 24 hours

- Basic rate (scheduled rate
plus 7% percent shift differential)

Thur sday, Friday = 16 hours

- Basic rate (scheduled rate
plus 10 percent shift differential)

(b) The sum of (a) above divided by 40 hours equal s AVERAGE BASI C
RATE X 1.50 equal s the OVERTI ME RATE X overtime hours worked:

e. Overtinme Pay and Leave Hours

(1) Leave Wth Pay. An enployee has a regularly schedul ed workweek of
40 hours, Monday through Friday, 8:00 a.m to 4:30 p.m The enpl oyee takes
annual leave from8:00 a.m to 4:30 p.m on Tuesday. 4 hours of work are
performed outside the enpl oyee's basic workweek on Saturday. Overtime hours
are computed as follows:
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Conpensabl e Hours
S M T W T F S Tot a

Hours of Work 8 8 8 8 32
Approved annual | eave 8 8
Overtinme hours worked 4 4
Tot al : 32 hours of work performed

8 hours of approved annual |eave

40 schedul ed hours

4 overtime hours

(2) This illustration describes only the provisions of Title 5, USC

Under FLSA, overtine pay is conputed differently for nonexenpt vs. exenpt
enpl oyees, and for overtine which is schedul ed i n advance of the
admi ni strative workweek vs. irregular or unschedul ed overtine.

12. Special Pay Plan for Ti pped Enpl oyees

a. Applicability

(1) The policies and procedures stated bel ow apply to enpl oyees in
nonf orei gn areas who occupy the position of waiter/waitress.

(2) Commands nmay el ect whether to participate in the tip-offset
procedures or not. This decision is wholly dependent upon the | ocal NAF
situation. If it is decided to participate in the tip-offset plan where there
is a | abor organi zation that has exclusive recognition, inplementation nust be
negotiated with the | abor organization

b. Tip-Ofset

(1) An enpl oyee engaged in a position identified in paragraph 12a
above, who customarily and regularly receives nore than $30 a nonth in tips,
is deemed to be a “tipped enployee.” The FLSA authorizes tips to be used to
constitute a portion of the wage paid to a tipped enployee. (This neans that
an enpl oyee’s schedul ed rate of pay may be reduced, or offset, on account of
such tips.)

(2) Inutilizing a tip credit offset, the FLSA requires that:

(a) The percentage of tip credit offset may not exceed 50 percent
of the applicable mnimumrate. This neans that the enpl oyee nust be accorded
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t he benefit of whichever |aw, (Federal, state, or rmunicipal), provides the
greater nonetary benefit. For exanple, under the 1991 Federal m ni num wage
rate of $4.25, a tip credit offset of $2.12 is the maxi mumthat can be taken
However, if the conmand is located in a state with a mini num wage rate of
$4.00, the maximumtip credit offset is $2.00 (50 percent of $4.00).
Additionally, certain states and nmunicipalities have laws that restrict the
tip credit offset or prohibits the offset entirely, in which case these | aws
must be foll owed.

(b) The burden of proof is on the enployer in proving the anpunt
of tips received by the enployee and the amount of tip credit, if any, which
he or she is entitled to claim It is, therefore, apparent that the anount of
tip credit offset may vary, not only from one conmand to another, but wthin
t he sane command at varying | ocations, occasions, and tine of day. The actua
amount of tips received, and thus the amount of tip credit offset, depends
upon nmany variable factors. The critical point is that tip credit offset nust
be anal yzed on an actual tinme/location basis and cannot be generalized. The
Wages and Hours Division of the Departnment of Labor and the OPM exercise
authority in this matter, and individual activities are subject to paynent of
doubl e damages when the anobunt of tip credit offset cannot be verified.

(c) The anmount of the tip credit offset nmust be docunented on MAR
Form 500 in a manner that clearly delineates the scheduled rate of pay and the
of fset. For exanple:

$3. 00 (cash wage)
$1.75 (tips) =
$4.75 (schedul ed rate)

Thi s docunentati on nust be revised each time the tip credit offset is changed.
The amount of tip credit offset remai ns unchanged for periods of prem um pay
entitlenent. During periods of paid |leave or holiday absence, when the

enpl oyee does not receive tips, no tip credit offset can be taken

(d) The enpl oyee nmust report to the enployer the ampunt actually
received in tips, including the amount withheld as tip credit offset.

(e) In the case where an enpl oyee can show to the satisfaction of
managenment that the actual amount of tips received was less than the tip
of fset credit, the wages paid to the enployee will be increased accordingly.

13. This section supplenments pay policies and procedures contained in
subchapter S9 of OPM s Operating Manual for the NAF Federal WAge System

a. GCeneral. This section contains specific instructions concerning grade
and pay retention benefits for prevailing rate enpl oyees who are placed in a
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| ower grade as a result of reduction-in-force procedures, or whose positions
are reduced in pay and otherwi se neet the criteria outlined below The grade
and pay retention provisions apply to certain enpl oyees who are reduced in
grade and pay on or after January 1, 1979.

b. Definitions

(1) Enpl oyee neans an enpl oyee as defined in Title 5, USC, 5361, and
al so an individual who is noved froma position which is not under a covered
pay schedule to a position which is under a covered pay schedul e, provided
that the individual's enploynment i mediately prior to the nove was on ot her
than a tenporary or term basis.

(2) Covered Pay Schedul e means any prevailing rate schedul e
est abl i shed under subchapter |1V of chapter 53, Title 5, USC, and specia
schedules as listed in SIl and Appendix V of OPM s Operating Manual for NAF
Federal Wage System Al APF and NAF regul ar schedul es are covered by pay
schedul es.

(3) Enploynent on a tenporary or term basis neans enpl oynment under an
appoi ntnent having a definite time limtation or designation as tenporary or
term

(4) Denption at an enpl oyee's request nmeans a reduction in grade:

(a) Which is initiated by the enployee for his or her benefit,
conveni ence or personal advantage, including consent to a demotion in |ieu of
one for personal cause, and

(b) Which is not caused or influenced by nanagenent acti on.

(5) Denption for personal cause nmeans a reduction in grade based on
t he conduct, character, or unacceptabl e performance of an enpl oyee.

(6) Rate of basic pay neans the rate of pay fixed by |aw or
admi ni strative action for the position held by an enpl oyee before any
deductions and exclusive of additional pay of any kind, such as night or
envi ronnental differentials.

(7) Representative rate neans:

(a) The fourth rate of the grade for a position under the Genera
Schedul e.

(b) The second rate of grade for a position under regul ar
prevailing rate schedul e established under subchapter |V of Chapter 53,
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Title 5, USC, or in the case of a position with a single rate, the single rate
of that position.

(c) The rate designated as representative of the position by the
agency responsi ble for establishing and adjusting the schedule in cases where
the schedule is other than those covered above.

(8) Temporary pronotion nmeans a pronotion with the definite tine
[imtation, and one which the enployee is inforned in advance is tenporary,
and would normally require the individual’s return to the permanent position
at the expiration of the pronotion.

(9) Tenporary reassi gnment nmeans a reassignment with a definite tine
limtation, and one which the individual is inforned in advance is tenporary,
and would normally require the individual's return to the permanent position
at the expiration of the reassignnent.

(10) Reorgani zation nmeans the planned elimnation, addition, or
redi stribution of functions or duties, either wholly wthin an agency or
bet ween agenci es.

c. G ade Retention Provisions

(1) Eligibility Requirenents

(a) An enpl oyee must have been placed in a | ower graded position
as a result of a reduction-in-force, and nust have served for 52 consecutive
weeks at a grade or grades higher than that of the position in which placed.

(b) An enpl oyee's position nust have been reduced in grade as a
result of reclassification, and the downgraded position nmust have been
classified at a higher grade for 1 year inmediately before the action. The
head of an agency may al so of fer grade retention to eligible enployees who are
reduced in grade as a result of a reorganization or reclassification decision
announced by managerment in witing, provided the enployee has served in a
position in any pay schedule for 52 consecutive weeks at a grade or grades
hi gher than the position in which the enployee is placed, and provided the
service was in an agency as defined in Title 5, USC, 5102.

(2) Grade Retention Period. An enployee entitled to grade retention
is entitled to retain that grade for 2 years beginning on the date the
enpl oyee is placed in the | ower graded position. |f, during the 2-year period
of grade retention, an enployee is further reduced in grade under
circunmstances also entitling the enployee to grade retention, the enpl oyee
continues to retain the previous retained grade for the remai nder of the
original 2 year grade retention period. At the end of that period, the
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enpl oyee is entitled to retain the grade of the position from which the
further reduction in grade was made until 2 years have passed fromthe date of
the further reduction in grade.

(3) Determ ning Retained G ade

(a) Move froma Position under a Covered Pay Schedule. An
enpl oyee entitled to grade retention retains the grade which he or she held
i mediately prior to the reduction in grade even, if the enployee has noved to
a different pay system

(b) Mwve froma Position not under a Covered Pay Schedule. An
enpl oyee, who is reduced in grade froma position not under a covered pay
schedul e, retains the | owest grade of the covered pay schedule in which he or
she is placed which is a representative rate equal to or higher than the
representative rate of the grade held inmediately before the reduction. |If
there is no grade in the covered pay schedule with a representative rate of
the grade held i medi ately before the reduction, the enployee retains the
hi ghest grade in the new pay schedul e.

(4) Deternining Rate of Basic Pay

(a) An enployee entitled to grade retention is entitled to the
greatest of:

=

His or her rate of basic pay before the novenent.

2 The rate of basic pay fromthe applicable rate schedule for
the grade and step held by the enpl oyee before the nmovenent; or

3 The lowest rate of basic pay fromthe applicable rate
schedul e for the retained grade which equals or exceeds the enployee's rate of
basi ¢ pay before the novenent.

(b) Under grade retention, the enployee is entitled to have the
retai ned grade treated as his or her grade for npbst pay adm nistration
purposes, including entitlement to all wage adjustnents, step increases, and
prem um pay.

(c) Once the enployee's initial rate of pay is determ ned,

subsequent pay actions are based entirely on the wage schedule in the "new'
ar ea.
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(d) Annual Adjustnment Conputation

1 An enpl oyee who, at the tinme of an annual wage adjustnent,
is receiving a rate of pay within the rate range of the retained grade, is
entitled to receive the full wage adjustment of the appropriate retained grade
and step.

2 An enpl oyee who, at the tinme of an annual wage adjustnent,
is receiving a rate of pay outside the rate range of the retained grade, is
entitled to his or her retained rate increased by the anmount of the increase
in the maxi mumrate of the enployee's retained grade. |f an enployee's
entitlenent is greater under an authority other than the grade retention
provi sions, the enployee is entitled to the greater increase as provided by
the authority.

3 An enployee, who is placed in a position in a different
geographi cal area, is entitled to receive the full wage adjustnent at the
appropriate retai ned grade and step on the rate schedule in the new
geogr aphi cal area.

(e) Loss of Eligibility

1 Eligibility for grade retenti on ceases when an enpl oyee has
a break in service of 1 workday or nore; is denoted for personal causes, or at
t he enpl oyee's request; is placed in a position where the grade is equal to or
hi gher than the retained grade; declines a reasonable offer of a position, the
grade of which is equal to or higher than the retained grade; or elects in
witing to have the benefits of grade retention terninated.

2 Eligibility for grade retention that is provided at the
option of an agency ceases under any of the above conditions and also if the
enpl oyee fails to enroll in, or to conply with, reasonable witten
requi rements established to assure full considerati on under a program
providing priority consideration for placenent. Eligibility for grade
retenti on does not cease when an enpl oyee noves to another position or to an
i ntervening grade. This is because such a change in position is not
consi dered a denotion under section 5362(d) of Title 5, USC

(5) Termination of Grade Retention. G ade retention terminates if any
of the conditions listed in (e) above occurs after the comrencenent of the
2-year grade retention period. Gade retention that is of the conditions
listed in this paragraph occurs after the conmmencenment of the 2-year grade
retention period, and also if the enployee fails to enroll in, or to conply
with, reasonable witten requirenents established to assure full consideration
under a program providing priority consideration for placenment. The effective
date of term nation of benefits is:
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(a) The day before placement, if the termination is the result of
t he enpl oyee's placenment in another position, or

(b) At the end of the last day of the pay period during which the
enpl oyee declines a reasonable offer, elects to waive grade retention
benefits, or who fails to enroll in, or to conply with, reasonable
requi rements established to assure full consideration under a program
providing priority consideration for placement.

d. Pay Retention Provisions

(1) Eligibility Requirenents. Pay retention will apply to any
enpl oyee whose rate of basic pay would otherwi se be reduced as a result of:

(a) The expiration of the 2-year grade retention period.

(b) Reduction in force or reclassification when the enpl oyee does
not nmeet eligibility requirenent for grade retention

(c) The reduction or elimnation of scheduled rate, including
those reflecting a decrease in the level of prevailing rates as deternined by
a wage survey, or as a result of the reduction or elimnation of specia
schedul es or special rates.

(d) Placenment in a nonspecial rate position, or into a | ower
special rate position froma special rate position

(e) Placenment in a position in a |ower wage area, or in a position
in a different pay schedul e.

(f) Placenment in a formal enpl oyee devel opnent programutilized
gover nrent - wi de, such as an Apprenticeship Program

(g) An agency mmy grant pay retention, at its option, to any
enpl oyee who neets the eligibility requirements, and whose rate of basic pay
woul d ot herwi se be reduced as the result of a management action. Generally,
an enpl oyee who noves to a different pay schedule, or wage areas (in other
than a pronotion action), or to a lower grade as a result of the merit
promoti on program (unl ess novenent is to a Governnent-w de enpl oyee
devel opnent program), is not entitled to pay retention because such a nove is
considered to be at the enpl oyee's own request.

(h) Exanples of reduction in pay initiated by managenent action

1 An enpl oyee applies for selection under a fornmal enployee
devel opnent or recruitnment program generally utilized Governnment-w de and
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established by the agency in witing, e.g., the FWs Apprentice Program Pay
retention is appropriate only if all potential applicants are infornmed in
witing that pay retention will be offered to successful reduced if selected
for the program

2 An agency announces a reorgani zation or reclassification
decision in witing. An enployee who is or mght be affected by these
deci sions, requests or is made a voluntary offer of a | ower-graded position
or a position in a |ower-paying wage area. Because the enployee's action is
caused or influenced by a managenment action, and the enpl oyee's pay woul d, or
m ght otherwi se be reduced, pay retention is appropriate.

(i) Exanples of reductions in pay initiated by the enpl oyee

1 An enpl oyee requests or applies under the merit pronotion
program for a | ower-grade position or a position in a | ower-payi ng wage area
for his or her own benefit, convenience, or personal advantage. The position
is not part of a formal enployee devel opment or recruitnent program
established by the agency in witing. Because the enployee's action is not
caused or influenced by a managenment action, pay retention is inappropriate.

2 An agency offers an enpl oyee a | ower-graded position or a

position in a | ower-paying wage area because of a need to fill the position
wi th an individual having the enployee's qualifications, but nmakes the offer
voluntary. (No action will be taken if the enployee's action may be caused or

i nfl uenced by a managenent action, the enployee's pay would not be reduced if
t he enpl oyee declines the offer). Therefore, pay retention is inappropriate.

(2) Deternmining Rate of Basic Pay

(a) An enployee entitled to pay retention is entitled to the
| owest rate of basic pay in the enployee's grade after the action is taken
whi ch equal s or exceeds his or her current rate of basic pay. |If there is not
such a rate, then the enployee retains either his or her current rate of basic
pay for the enployee's grade after the action is taken, whichever is |ess.

(b) An enployee is entitled to receive 50 percent of any increase
in the maxi mumrate of basic pay for the grade of the enpl oyee's new position

(c) When, as a result of an increase in the schedul ed rates of the
grade of the enployee's new position, an enployee's retained rate becones
equal to or lower than the maxi mumrate of the grade, the enployee is entitled
to the maxi mumrate and pay retention ceases.

(d) An enpl oyee serving under a tenporary pronotion at the time he
or she becones eligible for pay retention is entitled to retain the rate of
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basi ¢ pay which he or she woul d have been receiving at that tine, had the
tenmporary pronotion not occurred.

(e) When an enpl oyee who is receiving a retained rate of saved pay
under sone other authority is affected by an action covered by pay retention

the enpl oyee's rate of basic pay will be deternmined in accordance with the
above. Whether the enmployee is entitled at the same time to continue the
retai ned or saved rate under the other authority, will be determ ned under

those statutory and regul atory provisions providing for the retention of saved
rates.

(3) Loss of Eligibility. Pay retention ceases to apply to any
enpl oyee who:

(a) Has a break in service of 1 workday or nore.
(b) I's denoted for personal cause or at the enployee's request.

(c) Is entitled to a rate of basic pay which is equal to or higher
than the enpl oyee's retained rate.

(d) Declines a reasonable offer of a position the rate of which is
equal to, or higher than, the enployee's retained rate.

(4) Termination of Pay Retention. Pay retention termnates if any of
the conditions listed in (3) inmedi ately above occur. The effective date of
term nation of pay retention benefits is:

(a) The day before placement, if the termnation is a result of
t he enpl oyee's placement in another position

(b) The end of the |ast day of the pay period in which the
enpl oyee declines a reasonable offer

e. Exclusions
(1) Grade and pay retention will not apply to an enpl oyee who:

(a) Mwves froma position which is not an agency as defined in
Title 5, USC, 5102.

(b) Is identified under Title 5, USC, 2105(c), except prevailing
rate enpl oyees included under Title 5, USC, 5361

(c) I's reduced in grade or pay for personal causes or at the
enpl oyee' s request.
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(d) Does not satisfactorily conplete the probationary period
prescribed by Title 5, USC, 3321(a)(2), and as a result, is removed froma
supervi sory or managerial position.

(2) An enployee's entitlement to grade or pay retention is not
affected by a tenporary pronotion or tenmporary reassi gnment. However, an
enpl oyee serving under a tenporary pronotion or reassignnent nmay not retain a
grade or rate of basic pay held during the tenporary pronotion or tenporary
reassi gnnment .

f. Criteria for Reasonable Offer. |In order for an offer of a position to
be consi dered reasonable, it must fulfill the follow ng conditions:

(1) The offer must be in witing and nmust include an official position
description of the offered position.

(2) The offer nmust informthe enployee that entitlement to grade or
pay retention will be terminated if the offer is declined, and that the
enpl oyee may appeal the reasonabl eness of the offer

(3) The offered position rmust be of tenure equal to, or greater than
that of the position creating the grade or pay retention entitlement.

(4) The offered position must be in an agency, although not
necessarily in the sane agency, in which the enployee is serving at the tinme
of the offer.

(5) The offered position must be full-time, unless the enployee’s
position imredi ately before the change creating entitlenent to grade or pay
retention is less that full-time, in which case the offered position nust have
a work schedul e of no less than that of the position held before the change.

(6) The offered position nmust be in the same commuting area as the
enpl oyee's position i mediately before the offer unless the enployee is
subject to a nobility agreenent, or a published agency policy which requires
enpl oyee mobility.

9. Appeal of Ternination of Benefits because of Reasonable Ofer

(1) Except as provided in paragraph e above, an enpl oyee whose grade
or pay retention benefits are term nated on the grounds the enpl oyee declined
a reasonable offer of a position, the grade or pay of which is equal to or
greater than his or her retained grade or pay, may appeal the term nation to
the OPM
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(2) An enpl oyee who appeals under this section will file the appeal in
witing to OPM not |ater than 2 cal endar days after being notified that his or
her grade or pay retention benefits have been term nated, and will state in

t he appeal the reasons why the enployee believes the offer of a position was
not a reasonable offer

(3) OPM may conduct any investigation or hearing it determ nes
necessary to ascertain the facts in the case.

(4) If an OPM deci sion on an appeal under this section requires
corrective action by an agency, including retroactive or prospective
restoration of grade or pay retention benefits, the agency will take that
corrective action.

(5) Term nation of benefits based on a declination of a reasonable
of fer by an enployee in an exclusively recogni zed bargai ning unit may be
revi ewed under negotiated grievance and arbitrati on procedures in accordance
with Chapter 71 of Title 5, USC, the ternms of any applicable collective
bar gai ni ng agreenment. An enployee in an exclusively recogni zed bargai ni ng
unit may not appeal a termination of benefits to OPMif the grievance
procedure of the agreenment by which he or she is covered provides for this
revi ew.

(6) Decisions issued by OPMwi |l be considered final decisions. OPM
may, at its direction, reconsider an original appellate decision when new and
material information is presented, in witing, by the enployee or the agency
whi ch establishes a reasonable doubt as to the appropriateness of the origina
deci sion. The request nust be subnmitted to OPMwithin 3 cal endar days of the
date of the original decision.

h. lssuance of Enployee Letters. When an enployee is entitled to grade
and/ or pay retention, the enploying agency will give the enpl oyee a copy of
the Notification of Personnel Action (SF-50) docunenting entitlenment to grade
and/ or pay retention, and a letter describing the circunstances warranting
grade and/or pay retention and the nature of that entitlement.

i. Retroactive Entitlenent. Enployees who are eligible for grade
retention as provided by c. (1) above, except that the reduction in grade took
pl ace on or after January 1, 1977 and before the first day of the first pay
peri od beginning on or after January 11, 1979, will be entitled to pay and
benefits.
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LABOR- MANAGEMENT RELATI ONS

1. Purpose. To prescribe policies and regul ati ons concerning the conduct of
| abor - management relations in NAFls under the cogni zance of the CHNAVPERS

2. Policy. The Federal Service Labor-Management Relations Statute, Title

5, USC, 7101 et seq., was inplemented within the DOD by DOD Directives 1426.1
and DOD 1400.25-M The statute, as inplenented by these DOD i ssuances,
applies to NAFls (see Title 5, USC, 7103 (a)(2) and (3), and DOD 1400.25-M
Chapter 711).

a. Enployee Rights. Each enployee will have the right to form join or

assi st any |abor organization. Each enployee also will have the right to
refrain fromany such activity, freely and without fear of penalty or
reprisal. Each enployee will be protected in the exercise of these rights.

Except as otherw se provided by |aw, such rights include:

(1) Acting for a Labor Organization as a Representative. |In this
capacity, the enpl oyee may present the views of the | abor organization to
heads of agencies and other officials of the Executive Branch of the
Government, the Congress, or other appropriate authorities.

(2) Engaging in Collective Bargaining with Respect to Conditions of
Enpl oynent through Representatives Chosen by Enployees in accordance with
Chapter 71 of Title 5, USC. Such activity on behalf of a |abor organization
is not authorized if it could result in a conflict of interest, or otherw se
be inconpatible with the law or the official duties of the enpl oyee.

b. Mnagenent Neutrality. Supervisors and managenment officials wll
maintain a position of neutrality with regard to nenmbership or nonmenbership
of subordinates in a | abor organization.

c. Prohibition. Enployees are prohibited from participating or assisting
in a strike, work stoppage, or slowdown. They also are prohibited from
pi cketing a NAFI activity in a | abor-managenent dispute if such picketing
interferes with the operation. Enployees engaging in such illegal activity
are subject to disciplinary action.

3. Exclusions. Labor-managenent policies and procedures described herein are
not extended to aliens or noncitizens of the U S. who occupy a position
outside of the U S. They are not extended to supervisors or managenent
officials (as defined in paragraph 4 d and e bel ow), nor any person who
participates in a strike in violation of the law. Relationships with |abor
organi zations of non-U. S. citizen enployees will be consistent with pertinent

i nter-government agreenents, or |ocal practices and custons.
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4. Definitions. For the sake of clarity, the following terns are defined as
relating to the | abor-managenent relations programfor BUPERS NAFI s.

a. Commanding Oficer. This title means the commandi ng of ficer of the
activity where the NAFI is |ocated.

b. Enployer. This neans the fiscal entity which identifies the NAFI for
enpl oyment, work schedul ing, pay and payroll tax purposes.

c. Enployee. An enployee neans an individual conpensated by NAFs.

d. Supervisor. A supervisor is an individual enployed by the NAFI having
any one of the followi ng authorities in the interest of the NAFI: hiring,
directing, assigning, pronoting, rewarding, transferring, furloughing, |aying-
of f, recalling, suspending, disciplining, removing enployees, adjusting their
grievances or effectively recomendi ng such action. The exercise of an
authority must not be nerely routine or clerical in nature, but nust require
t he consi stent exercise of independent judgenment. Such enpl oyees are usually
classified as "exenpt" enpl oyees.

e. Mnagenent Oficial. An individual enployed by a NAFI in a position
with duties and responsibilities that require or authorize the individual to
formul ate, determine or influence the policies of the NAF activity.

5. Exclusive Recognition

a. Recognition. A Navy NAFI will accord exclusive recognition to a |abor
organi zati on which nmeets the requirenents for recognition under Section 7111
of Title 5, USC. The |abor organization nust have been selected as the
representative, in secret ballot election, by a mgjority of the eligible
enpl oyees in the unit who cast valid ballots in the election. Upon receipt of
certification of representative fromthe Regional Director of the Federa
Labor Rel ations Authority (FLRA), the head of the NAFI will notify the
president of the |abor organization. This witten notification will inform
the | abor organization that certification has been received, the date of the
certification, and that exclusive recognition is, therefore, accorded to the
organi zation as a representative of the enployees in the unit described in the
certification. The head of the NAF activity will advise their |ocal Human
Resources O fice (HRO, BUPERS (Pers-653) and the Ofice of Civilian Personne
Managenment (OCPM of the certifications.

b. Appropriate Unit. The FLRA will deternine the appropriateness of any

BUPERS NAFI unit. It will determ ne those groups to be included in the
appropriate unit on a basis that will ensure a clear and identifiable
conmunity of interest anong the enpl oyees concerned. The unit will be
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designed to pronote effective dealings with and the efficiency of NAF MAR
operations. A wunit will not be established solely on the basis of the extent
to which enpl oyees in the proposed unit have organized.

c. Approval. Wen a |abor organization has set forth the proposed unit,
the MAR activity will informand consult with BUPERS (Pers-653) prior to any
agreement. Agreenents for consent elections will be nmade only in those cases
where consultation has been conducted, or where there is no unit question
pendi ng.

d. Elections. Al elections by secret ballot are conducted under the
supervi sion of the Regional Director of the FLRA. However, the responsibility
for arrangenents and the conduct of the election is shared by the head of the
NAF activity. The |abor organization and the head of the NAF activity are
expected to neet and work out the details of the elections to be conducted.

In the event that the parties cannot agree on any of the election details or
procedures, the Regional Director will decide the matter(s) at issue. The NAF
activity will reproduce notices of election, ballots and other election
material, as required, and will also provide adequate facilities for the
orderly and expeditious conduct of the election. Each enployee eligible to
vote will be given the opportunity to choose the |abor organization he or she
wi shes to have represent himor her from anong those on the ballot or to
choose "no union.”

e. Representation by a Recogni zed Labor Organi zation

(1) Union Rights. A Iabor organization which has been accorded
excl usive recognition is the exclusive representative of the enployees in the
unit. It is entitled to negotiate collective bargai ni ng agreenents covering
all enmployees in the unit, without discrinmnation, and without regard to | abor
organi zati on menbership. The | abor organization is also responsible for
representing the interest of all enployees in the unit, wthout
di scrimnation, and wi thout regard to union nenbership. The |abor
organi zati on must be given the opportunity to be represented at any fornal
di scussi ons between any representative(s) of the NAFI and any enpl oyee(s) in
the unit, or their representatives concerning grievances, personnel polices or
practices, or other conditions of enployment. The |abor organization will be
gi ven the opportunity to be present during any exanination of an enployee in
the unit by a representative of the NAF activity in connection with an
i nvestigation if:

(a) The enpl oyee reasonably believes that the exam nation may
result in disciplinary action; and

(b) The enpl oyee requests representation. The NAF activity is
obligated to advise enpl oyees annually of these rights.
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(2) Enployee Rights to Representation. The rights of the union do not
precl ude an enpl oyee from

(a) Choosing to be represented by a representative, other than the
excl usive representative, in any grievance or appeal action; or

(b) Exercising grievance or appeal rights established by law, rule
or regul ation, except in the case of grievance or appeal procedures negoti ated
in conformity with Title VII, PL 95-454.

6. Negotiations and Di scussi on

a. GCeneral. Representatives of a NAF activity and the excl usive
representative in the appropriate unit will neet and negotiate in good faith
to arrive at a collective bargaining agreement. The duty to bargain in good
faith will extend to matters which are the subject of DOD or DON rul es or
regul ati ons for which the FLRA has determi ned that no conpelling need exists.

b. Conpelling Need. The criteria for determ ning conpelling need are:

(1) The rule or regulation is essential to the acconplishnent of the
m ssion of DOD or DON,

(2) The rule or regulation is necessary to ensure the maintenance of
basic merit principles; or

(3) The rule or regulation inplements a mandate to DOD or DON under
| aw or other outside authority.

c. Onligation to Meet and Confer. The normal day-to-day relationship
between a NAF activity and the exclusively recogni zed | abor organization is
characterized by discussion. Discussion need not automatically result in
agreement. However, it should result in the careful definition of the matter
or the views and suggestions of the involved parties. Questions concerning
the obligation to neet and confer will be referred to BUPERS (Pers-653) for
determ nation prior to reaching an agreement to nmeet and confer with the | abor
or gani zati on.

d. Mandatory, Perm ssive and Prohibited Subjects for Bargaining

(1) Mandatory subjects for bargaining are those matters and worki ng
conditions which are within the discretion of the NAF activity, which are not
contrary to |l aw or regul ati ons of higher authority, and which do not infringe
on managenent's authority as guaranteed in Section 7106(a) of Title 5, USC.
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(2) Perm ssive areas of bargaining are those matters on which the
activity may negotiate, if it chooses to do so. Managenent is not required to
negoti ate the nunmbers, types and grades of enployees or positions assigned to
any organi zati onal subdivision, work project or tour of duty, or on the
technol ogy, nmethods, and neans of perform ng work. The decision on whether or
not to negotiate on these subjects rests with the NAF activity.

(3) Prohibited areas for bargaining are those rights reserved to
managenment under Section 7106(a) of Title 5, USC. Managenent has the right:

(a) To determine the activity's m ssion, budget, organization,
nunber of enpl oyees, and internal security practices.

(b) I'n accordance with applicable |aws:

1. To hire, assign, direct, lay off and retain enployees, or
to suspend, renove, reduce in grade or pay, or to take other disciplinary
action agai nst such enpl oyees; or

2. To assign work, to make determi nations with respect to
contracting out, and to determine the personnel by which operations will be
conduct ed.

3. Wth respect to filling positions, to make sel ections for
appoi nt nent from anong properly ranked and certified candi dates, or any other
appropriate source; and

4. To take whatever actions may be necessary to carry out the
m ssion during emergencies.

(c) The fact that the prohibited areas for bargaining are clearly
stated does not relieve managenent of the obligation to bargain on the inpact
and i npl ementation of the exercise of that authority.

(4) Questions concerning the obligation to bargain any specific
proposal will be referred to the NAF activity head or BUPERS (Pers-653) prior
to negotiating the issue with the |abor organization. The parties are
obligated to attenpt to reach agreement expeditiously if the issues are within
t he scope of negotiation.

7. Negotiated Agreenents

a. GCeneral. The parties may negotiate a witten agreenent covering those
personnel policies and matters affecting working conditions which are not a
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a bar to negotiations under Title 5 USC. The duty to negotiate in good faith
will include the obligation

(1) To approach the negotiations with a sincere resolve to reach a
col l ective bargai ni ng agreenent.

(2) To be represented at the negotiations by duly authorized
representatives prepared to discuss and negotiate on any condition of
enpl oyment .

(3) To neet at reasonable tines and conveni ent places as frequently as
may be necessary, and to avoid unnecessary del ay.

(4) To furnish to the exclusive representative upon request and to the
extent not prohibited by |aw, data which is normally maintained in the regul ar
course of business and which is reasonable, available, and necessary.

b. Applicability of Agreenments. All agreements will be applicable only
to the unit for which negotiated. Agreenents will not be contrary to |aw,
gover nrent - wi de regul ati ons which specifically include NAF enpl oyees or
appl i cabl e DOD or DON published regulations in effect as of the date of
approval of the agreement. The only exception arises if such policy or
regul ation is explicitly waived with respect to the particular unit concerned
in response to a joint request to BUPERS (Pers-65) by the parties to the
negoti ati ons. Agreenents have the full force and effect of regulations within
the unit to which they apply. Prior to the start of negotiations for an
agreement, a witten Menorandum of Understandi ng between the parties nust be
devel oped locally to establish procedures that will be foll owed when the
contract is negotiated. This Menorandum of Understandi ng should contain the
fol |l owi ng:

(1) The parties.

(2) Size of negotiating teans (subconmmttees, technical specialist,
observers).

(3) Designation of the chief negotiator or spokesperson
(4) Ratification of a contract.
(5) Resolution of negotiability disputes.

(6) Starting date, frequency, duration and total period of
negoti ati ons.

(7) Location of sessions.
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(8) Calling of caucus or recess, caucus space arrangenments.
(9) Record keeping.

(10) Contract approval and 30-day peri od.

(11) Mediation and nmeans of inpasse settlenment.

(12) Use of official tine.

(13) Recesses.

(14) Proposals will be subnitted at one time, in witing, and in
advance.

(15) Agreenents on all proposals are tentative until agreement is
reached on all proposals.

c. Basic Requirenments of the Agreenent. All agreenents nmust contain
articles and section addressing at |east the foll ow ng:

(1) A statement identifying the parties to the agreenent.
(2) A description of the specific unit to which the agreenent appli es.

(3) A procedure for the settlement of grievances (including questions
concerning the ability to arbitrate the specific issue) applicable only to the

unit. This procedure will be the exclusive procedure available to the parties
and enpl oyees for resolving grievances which fall within its coverage. The
scope and coverage will be negotiated by the parties. The grievance procedure
will be fair and sinple, provide for expeditious processing, and include

procedures that:

(a) Assure an exclusive representative the right, in its own
behal f or on behal f of any enployee in the unit represented by the exclusive
representative, to present and process grievances.

(b) Assure such an enployee the right to present a grievance on
his or her own behal f, and assure the exclusive representative the right to be
present during the grievance proceedings.

(c) Provide that any grievance not satisfactorily settled under
t he negoti ated grievance procedure will be subject to binding arbitration
whi ch may be invoked by either the exclusive representative or the NAF
activity.
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(d) Exclude any grievance concerning:
1. Clainmed violations related to prohibited practices.
. 2. Retirement, life insurance, health insurance, or disability
i nsur ance.

3. A suspension or renoval of an enpl oyee who has been renoved
for matters relating to national security.

4. Any examination, certification or appointnment.

5. The classification of any position which does not result in

the reduction in grade or pay of the enpl oyee.
6. Oher matters which the parties mutually agree to excl ude.

(e) A statement that an aggrieved enpl oyee effected by an action
based on unaccept abl e performance, renoval, suspension of nore than 30 days,
reduction in grade, reduction in pay, or a furlough of 30 days or |ess, may
only raise the matter under the admi nistrative grievance/appeal s procedure in
chapter 6 of this manual. |f negotiated, an enployee nay use the procedures
outlined in the negotiated agreenent.

(4) A statement specifying the duration of the agreenent.

d. Duration of the Agreenent. No agreement will exceed 3 years in
duration fromthe date of its execution. An agreenent may be renewed or
extended for a specific period not to exceed 3 years for each renewal or
ext ension, where the parties so agree. However, each agreenent at the tine it
is renegotiated, renewed or extended must be brought into conformance with
appl i cabl e published policies, regulations and laws. It is the obligation of
the head of the NAF activity to ascertain that the team of negotiators
representi ng nmanagenment has possession of the |latest rules and regul ati ons.
Copi es of those rules and regul ati ons may be obtai ned from BUPERS (Pers-653).

(1) Challenge. Occasionally, a challenge to the exclusive |abor
organi zation may be filed prior to the termination date of the agreement. |If
this occurs while renegotiations are pending, or in process, the head of the
NAFI may agree in witing with the incunbent union to extend the existing
agreement. The extension may not go beyond the period during which the
chal | enge remai ns unresol ved plus a 90-day renegotiation period after officia
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notification of the final disposition of the challenge, if favorable to the
i ncumbent organi zati on.

(2) Dues Wthholding. |If the parties are unable to conplete
renegoti ati ons of an agreenent containing a dues withhol ding provision by the
term nation date, dues of unit menmbers will continue to be wi thheld unti
resol ution of the dispute. This continuance will remain in effect whether or
not the parties agree to extend the existing agreement during the period.

e. Negotiation Inpasse. |If an inpasse should devel op during
negoti ati ons, the services of the Federal Mediation and Conciliation Service
(FMCS), will ordinarily be used. |If the negotiation parties have nmutually
agreed to third party nmediation assi stance, other than that of the FMCS, both
parties will imediately informthe FMCS of this agreenent. Such witten
conmuni cations will be filed with the adm nistrator of the region in which the
negotiation is scheduled, and will state what alternate assistance the parties

have agreed to use.

(1) Mediation. Mediation is the primary neans of resol ving
negoti ati on i npasses. The NAF activity concerned in an inpasse situation wll
participate fully and pronptly in the mediation process in such a way as to
make it work. \When it appears that the parties are approaching an inpasse
situation, the NAF activity and the | abor organization are encouraged to
utilize all informal nethods of resolving the issue available to them

(2) lnpasse Submitted to Panel. When a negotiation prevails despite
the efforts of the FMCS, or other nedi ator, BUPERS (Pers-65) will determ ne
whet her or not the issue should be referred to the Federal Service |npasse
Panel . Labor organizations may subnmit matters in accordance with the rul es of
the Panel. Third party fact finding or arbitration should not be used unless
specifically authorized or directed by the Panel

f. Federal Mediation and Conciliation Service (EMCS)

(1) Assistance and Notification. The FMCS nmakes its services and
assi stance available to Federal agencies and |abor organizations. |In the
event of a dispute, the head of the local NAFI will notify the appropriate
Regi onal Director of FMCS of negotiations at |east 30 days prior to the
expiration date of the agreenent.

(2) Technical Assistance. Anpbng its services, the FMCS provides a
consul ting and advi sory service to activities or recogni zed | abor
organi zation's experiencing difficulties in establishing productive
rel ati onships. The FMCS calls this service "technical assistance." A NAF
activity may initiate a request to FMCS for preventive nmediation, or may join
t he recogni zed | abor organization in such a request.
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g. Disputes Concerning Negotiability. |If an issue devel ops between a NAF
activity and a | abor organi zati on hol di ng excl usive recognition as to the
negotiability of any subject or proposal, the followi ng procedures will be
fol | owed:

(1) The | abor organization may request a negotiability deterni nation
fromthe Agency that issued the rule. |f the organization that issued the
rule alleges that the duty to bargain does not extend to the matter, the |abor
organi zati on may appeal that allegation to the FLRA

(2) The Agency then shall, or before the 30th day after receipt of a
copy of the union's position, file a statement with the Authority either

(a) Wthdrawi ng the allegation, or

(b) Setting forth in full its reasons supporting the allegation
furnishing a copy of such statement to the exclusive representative.

(3) The union may then, on or before the 15th day after receipt of the
Agency's statement of position, file with the Authority its response to the
st at enent .

(4) The Authority may, or may not, hold a hearing at its discretion
and will issue a witten decision at the earliest possible date.

h. Disputes Over Alleged Conflict in Law or Requlations. When disputes
arise over applicability of policies or regulations to NAF enpl oyees, the
| abor organi zation may subnit the organization's position in witing to the
Assi stant Secretary of Defense (Manpower and Reserve Affairs). Labor
organi zations' position statenments nust be sent via the headquarters of the
nati onal or international |abor organization with which it is affiliated. The
ASD (M&RA) will furnish his or her interpretation of the provision in
question. The national president of the |abor organization may appeal this
interpretation to the FLRA in accordance with the appropriate procedures.

i. Approval of Agreenments. The effective date of an agreement will be
the date of its approval by the Defense Civilian Personnel Service (DCPS) of
an official delegated such approval authority, any other date upon which the
parties have nutually agreed that is subsequent to the date of approval, or
the 31st day follow ng the date of execution of the agreement, if
approval / di sapproval action has not been taken before then.
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8. Conduct of Labor Organi zati ons and BUPERS NAFI Activities Managenent

a. GCeneral. Both |labor and managenent are required to strive to maintain
ef fective | abor-managenent relations in accordance with the Act.

b. Standards of Conduct. |In any case in which a | abor organization
requests or hol ds exclusive recognition, and a question arises as to whether
the organization is in conpliance with the Standards of Conduct set forth in
Chapter 71, Title 5, USC, the NAFI will pronptly furnish all avail able
i nformati on concerning the matter to BUPERS (Pers-653).

c. Unfair Labor Practices. It is an unfair |abor practice for a NAFI to:

(1) Interfere, restrain, or coerce enployees with respect to union
activity.

(2) Discrimnate in conditions of work because of union menbership
(3) Sponsor, control, or assist a |abor organization

(4) Refuse to negotiate in good faith.

(5) Refuse to negotiate or cooperate in inpasse procedures.

(6) Enforce a regulation which conflicts with the contract, if the
contract has an earlier date than the regul ation.

(7) Refuse to conply with Title VII, PL95-454 (Civil Service Reform
Act of 1978) (chapter 71, 5 USC)

(d) It is an unfair |abor practice for a |abor organization to:

(1) Interfere, restrain, or coerce enployees with respect to union
activity.

(2) I'nduce the NAFI to discrimnate against an enpl oyee.
(3) Take actions which interfere with the enpl oyees work.

(4) Discrimnate because of race, color, creed, national origin, sex,
age, political affiliation, marital status, or disabling condition.

(5) Refuse to negotiate in good faith.

(6) Refuse to cooperate in inpasse procedures.
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(7) Engage in or fail to take action to prevent a strike, work
st oppage, slowdown or picketing.

(8) Refuse to conply with Title VII, PL95-454 (Civil Service Reform
Act of 1978) (chapter 71, 5 USC)

(9) Deny nenbership, except for occupational standards or failure to
pay dues.

e. Aleged Violations. An activity or |abor organization may be charged
wi t h havi ng engaged in, or engaging in, unfair |abor practice. A charge
all eging the violation nmust be submitted to the Regional Director of the FLRA
The Regional Director will investigate the charge and, if substantiated, issue
a formal conplaint in the nane of the FLRA General Counsel. Once a conplaint
has been issued by the FLRA General Counsel, the charge may not be withdrawn
by the charging party. However, the charges may be disnissed by the Genera
Counsel . Issues which can properly be raised under an appeal procedure nmay
not be raised as unfair |abor practices. |ssues which can be raised under a
gri evance procedure or as an unfair |abor practice, but not under both
procedures.

(1) Procedures CGoverning Unfair Labor Practices. Formal charges mnust
be filed with the Regional Director of the FLRA not later than 6 nonths after
the alleged unfair |abor practice occurred.

(2) Procedure in the Event of a Strike, Wrk Stoppage, Sl owdown, or
Pi cketing

(a) Conmmunication with Labor O ganization. |If information reaches
the head of the NAF activity that the | abor organization menbers may be, or
are, engaging in activities prohibited by Section 7116(b) of Title 5, USC, he

or she will seek to contact the head of the | ocal |abor organization
iMmediately. |If there is no evidence that the | abor organization ordered or
approved the prohibited action, and if it takes steps to order its nenbers to
cease any prohibited action, then no further action will be taken.

(b) Charge Filed. |If there is evidence that the | abor
organi zati on ordered, approved, or authorized the prohibited act, (even though
it took pronpt steps to stop the act), or the organization fails to take
pronpt steps to di savow the prohibited act and order its nenbers to cease
their participation, or if the organization denies that a prohibited act has
taken place, an unfair |abor practice charge will be filed directly with the
appropriate Regional Director of the FLRA. Such charge will be filed as
pronptly as possible follow ng consultation with the |ocal HRO
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9. Dealings with Labor Organi zations

a. Use of Oficial Tine

(1) Any unit enpl oyee representing an exclusive representative in the
negoti ati on of a collective bargai ning agreenent will be authorized officia
time for such purposes. This includes attendance at inpasse proceedi ngs,
during the time the enpl oyee otherwise would be in a duty status. The nunber
of unit enployees for whomofficial tine is authorized will not exceed the
nunber of individuals designated as representing the NAF activity for such
pur pose.

(2) Any activities performed by a unit enployee relating to interna
busi ness of the | abor organization will be perfornmed during the time a unit
enpl oyee is not in a duty status.

(3) The FLRA shall determ ne whether an enpl oyee participating for, or
on behal f of the | abor organization in any phase of proceedi ngs before the
Aut hority shall be authorized official time for such purpose during the tine
t he enpl oyee ot herwi se would be in a duty status.

(4) An enployee representing the exclusive representative, or any
ot her enployee in the unit in | abor-mnagenent relations matters, shall be
granted official time in an amount nutually agreeable to managenent and the
| abor organi zati on.

b. Solicitation of Menbership and Support. NAF activity enpl oyees may
not be prohibited fromsoliciting nenbership, or support on behalf of or in
opposition, to a | abor organization on the NAFI prem ses during the of f-duty
time of the enpl oyees involved, provided there is no interference with the
work of the NAF activity.

(1) Non-enpl oyee Representatives. Subject to normal security
regul ati ons and reasonabl e restrictions, |abor organization representatives
who are not enpl oyees may be pernitted, upon request, to distribute
literature, solicit nmenbership or support on NAF prenises. However, these
activities nmust be limted to nonwork areas and during the off-duty tine of
t he enpl oyees involved. Permssion will be withdrawn for any such activities
which interfere with the work of the NAF activity.

(2) Right of Solicitation Restricted. |If permission is granted to one
| abor organi zation for non-enpl oyee representatives to engage in organizing or
canpai gning activities on the NAF prenises, the sanme privil ege nust be
extended to any other requesting | abor organi zation. However, when one | abor
organi zati on has exclusive recognition, no other organization will be all owed
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to solicit nmenbership or support within the unit. Neverthel ess, whether or
not there is an exclusively recognized union, enployees have the right to

di stribute organi zi ng, el ectioneering, and canpaign material for or against

a | abor organization in non-working areas during off-duty time. The right of
solicitation may be restricted where it is necessary to maintain production
and/ or discipline, or where fire or safety hazards exist. \Wen a tinely
chal | enge has been filed by a conpeting | abor organization(s), all rights

whi ch the exclusive representative enjoys stenming fromits representation
function regardi ng use of bulletin boards and shop stewards shoul d be
continued during the canpai gn and el ecti oneering peri od.

c. Use of Facilities

(1) CGeneral. Where exclusive recognition has not been granted,
activity facilities nay be made avail abl e upon request for the use of |abor
organi zati ons where practicable on an inpartial and equitable basis. However
bef ore authorizing the use of the NAF facilities by a |abor organization for
purposes of solicitation and distribution of literature, the NAFI shoul d reach
a clear understanding with the organi zation on the duration, |ocation, and
nature of such activity. Where a |abor organization hol ds excl usive
recognition, the use of activity facilities by that organization is a proper
subj ect for negotiation. Managenent has substantial |eeway in deciding what
official facilities and services over which it has control will be nade
avail able. However, there should be careful consideration before such
privilege is provided. The provision of free office space for |abor
organi zati ons and aut horizations for the use of Intra office mail or nessage
systens will ordinarily not be granted. Consideration should be given to the
fact that precedents once established are difficult to break and may result in
repeat ed requests for nore extensive privileges.

(2) Use of Facilities Restricted. A |abor organization authorized to
use facilities for normal |abor relations purposes pursuant to the | aw may not
use them for social or political purposes.

d. Distribution and Posting of Labor Organization Literature. Labor
organi zation representatives who are not enpl oyees of the NAFI may be
permtted, upon request, to distribute literature in nonwork areas during the
of f-duty time of the enployees involved. Literature posted or distributed
must not violate any | aw, applicable regulation, provisions of a negotiated
agreement, or the security of the NAFI, or contain |ibel ous materi al
Organi zations will be considered responsible for the contents of literature
distributed by their representatives. Once exclusive recognition has been
granted, managenent nmay permt, by negotiated agreenent, |abor organization
notices, bulletins, and other literature to be distributed or posted in
desi gnated areas. Distribution nmust take place during off-duty tinme. Use of
NAF mai|l systenms, or other facilities for the distribution of such materi al

B- 14



BUPERSI NST 5300. 10

3 Dec 97
will normally not be authorized. Violations of standards concerning content
and distribution of literature will be grounds for revocation of this
privil ege. Heads of local NAFlIs will determ ne the degree of screening

required prior to distribution or posting.

e. Furnishing of Information

(1) Manuals, Directives, Bulletins. Upon request of the exclusive
representative, the activity will provide the |abor organization with a copy
of applicabl e NAF personnel manuals, directives, and bulletins pertinent to
personnel in the unit, and matters affecting working conditions. A |abor
organi zati on which has not yet been granted exclusive recognition may request

copi es of applicable personnel manuals, directives and bulletins. 1In such
i nstances, copies nay be made available in the NAF office to representatives
of the I abor organization. Upon request, the NAFI will place a | abor

organi zati on, which has been granted exclusive recognition, on its
distribution list to receive copies of applicable personnel manuals,
directives and bulletins.

(2) Lists

(a) Request for Lists. Labor organizations may request |ists of
nanes of enployees, particularly at the start of a menmbership drive.
Dependi ng on the specific request, lists may include such information as
nanes, job titles, job levels, departnments, and |l ocations of enployees. Hone
addresses and tel ephone nunbers of NAF enployees will not be given to |abor
organi zations. A charge may be made by the NAF activity to recover the actua
cost of preparing such lists. The cost will include direct and indirect |abor
pl us supplies.

(b) List Furnished to Regional Director. Wen a list of unit
enpl oyees is furnished to a Regional Director for use in checking a |abor
organi zation's showing of interest, a copy of the list will be furnished,
wi t hout charge, to the petitioning organization and to any other |abor
organi zation qualifying as an intervenor under FLRA regul ati ons.

(c) Matter for Negotiation. |In the case of the |abor organization
granted exclusive recognition, the frequency with which updated lists of unit
enpl oyees are furnished is a matter for negotiation

f. Meetings with Labor Organizations. The use of official tine for
nmeetings between a | abor organization and managenent is a matter of |oca
determ nation by the parties, except for prohibited activities nmentioned
above.
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g. Union Sponsored Training Session. An enployee who is an official or
representative of a |abor organization granted exclusive recognition may be
excused, without charge to leave, to attend a training session sponsored by
that organization. This privilege nmay be granted provi ded that the subject
matter of such training is of nmutual concern and advantage to the NAFI and the
enpl oyee in his or her capacity as an organi zati on representative.

Admi ni strative leave for this purpose should cover only such portions of a
training session as nmeet the foregoing criteria and will normally not exceed
t he equivalent of 1 day's work for any individual within a twelve nonth

peri od.

h. Non-enpl oyee Rights. Representatives of |abor organizations, who are
not enpl oyees of the NAFI, need not be given any right to use NAF facilities
except as may be provided by an agreement with a recogni zed | abor organi zation
or pursuant to established policy.

10. Payroll Wthholding of Labor Organization Dues. Once exclusive
recognition is granted, the NAFI and the |abor organization nmay enter into an
agreement wher eby menbers of the organization who are enpl oyees in the unit
may aut horize the paynent of their dues to the organization through a payrol
deduction. Enpl oyees who are nembers of the |abor organization but who are
not included in the unit cannot participate in the plan for payrol

wi t hhol di ng of dues. Arrangenents with respect to voluntary all otnent of
payment of |abor organization dues will conformto Section 7115 of

Title 5, USC.

11. Bargaini ng/ Labor Rel ati ons CObj ecti ves

a. Negotiation results should

(1) Retain flexibility in changing hours of work and wor kweek.
(2) Retain flexibility in changing work assignnents.
(3) Keep grievance procedures sinple.

(4) Exclude adverse actions, and term nation of probationary enpl oyees
from gri evance/arbitrati on procedures.

(5) Keep nerit pronotion procedures as sinple as possible.
(6) Elimnate | anguage which applies only to APF enpl oyees.

(7) Not Iimt work assignments to position descriptions.
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b. NAF managenent officials and supervisors are encouraged to participate
i n | abor-managenent relations training offered by the OCPM
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DI SCI PLI NARY ACTI ON PROCEDURES

1. Basic Disciplinary Actions

a. Oal Adnonishnment. To be nost effective, oral adnmoni shnent shoul d be
conduct ed by managenent, and in private, as pronptly as possible in such a
manner that it doesn't cause enmbarrassment to the enployee. The enpl oyee
shoul d be advi sed of what he or she did wong; when it occurred, the
ci rcunmst ances surroundi ng the incident, and what expectations nanagenment has
relative to the incident. Finally, the enployee should be informed that
repeat ed occurrences of msconduct could lead to formal disciplinary action.
The enpl oyee shoul d be encouraged to enter into a dialogue with the supervisor
to discuss his or her side of the issue. Upon conpleting the adnoni shrment,

t he supervi sor should nake a meno for the record of the incident and

di scussion. Such menps are retained by the supervisor for a period of 2 years
fromthe date of the adnmoni shment. Such menps may be used during that tinme as
a basis for stronger disciplinary action in the event the same enpl oyee causes
another infraction within that tine period. Supervisory menps relating to
oral adnoni shment will not be placed in the OPF. Oal adnoni shnments are not
grievabl e, nor appeal abl e, by any category of NAF enpl oyees.

b. Letters of Reprimand. A reprimand is a witten communication froma
supervi sor or nmanager to an enployee that identifies unacceptable m sconduct.
The reprinmand cites the incident in sufficient detail so that the enpl oyee
fully understands the action for which he or she is being censored. Letters
of Reprimand are not preceded by a proposal. The reprimand al so contains a
statenment that it will be placed in the enployee's OPF for a 2-year period
fromthe date of receipt of the letter, and that during that time it my be
used as a basis for taking stronger disciplinary action should future
i nfractions or conduct warrant such actions. Letters of Reprimand are
grievable by all categories of enployees.

c. Suspensions of 30 days or less. This type of suspension should be
l[imted to regular enployees only in that it generally does not make sense to
suspend flexible enployees. |If a flexible enployee is guilty of an action
deservi ng suspension, he or she should generally be term nated. A suspension
pl aces an enpl oyee in a non-pay status and should be used when a supervi sor
determ nes that serious or repeated offenses have occurred. Letters of
Suspensi on of 30 days or less are not preceded by a "propose to suspend.”
Instead, the initial letter is the letter of decision to suspend. |n short,
no notice period is given. Such decision letters must contain an eligible
enpl oyee's right to grieve the action. (All enployees are granted grievance
rights in such instances). Suspension letters nust be followed with an
appropriate PAR. A copy of such action is placed in the enployee's OPF as a

Appendi x C



BUPERSI NST 5300. 10
3 Dec 97

per manent record. A second copy is sent to the appropriate payroll office in
order to assure the enployee's salary is adjusted to time off under
suspensi on.

d. Authority to take Basic Disciplinary Actions. The programdirector is
granted authority for issuing/signing reprinmnds and suspensions of thirty
days or less. He or she may del egate such authority to whatever |evel deened
appropri ate.

e. Figures C-1 and C-2 provide sanple letters of Basic Disciplinary
Acti ons.

f. Letters of Caution for performance are addressed in [Chapter 2|
Section 219.c.1 of this nanual.

2. Severe Disciplinary Actions

a. Applicability - all enployees. Although these actions nmay be taken
agai nst any enpl oyee, notice and appeal rights are only granted to regul ar
full or part-time nonprobationary enpl oyees. Severe disciplinary actions
agai nst flexible enployees or regul ar probationary enpl oyees, full or part-
time, require only 7 days notice. \While probationary enpl oyees nay not
appeal such actions, flexible enployees who have been on the rolls of the
enpl oyi ng NAFI for 3 years or |longer, may grieve severe disciplinary actions.

b. Such actions are involuntary actions taken against an enpl oyee as a
result of unacceptable conduct. These actions include suspensions of over
30 days, denotions for cause, (i.e., froma higher to a | ower grade for nonpay
band enpl oyees, or fromone pay |evel/band to a | ower pay |evel/band for pay
band enpl oyees), reductions in base pay, and termn nations.

c. Standard proof in all severe disciplinary actions shall be substantive
evi dence which is defined as such rel evant evidence as a reasonable m nd n ght
accept to support a concl usion.

3. Proposing Severe Disciplinary Actions

a. Witten proposals or notices of such actions nust be provided to the
enpl oyee not | ess than 14 days in advance of the proposed action. Such
witten proposals will include:

(1) The proposed action, e.g., term nation, denotion, suspension
(2) The enpl oyees conduct that led to the proposed action. This nust
be detailed in sufficient length to allow the enpl oyee pertinent facts,
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e.g., time(s), dates, etc., upon which the enpl oyee may base a response to the
char ge.

(3) Opportunity to review all evidence relied upon to support the
proposal

(4) Gven the right to provide witten rebuttal within 7 days of
recei pt of the proposed action to the charges to the official who is to decide
t he proposed action, i.e., the programdirector [figure C 3 provides a sanple
noti ce of proposed action).

b. The Witten Decision

(1) Must be delivered to the enployee in advance of the effective date
of the proposed action.

(2) ldentifies which charge or charges in the original letter of
proposal were sustained, based on the enployees’ rebuttal, if any, and which
wer e not sustained.

(3) Provides enployees with decision and effective date.

(4) Provides right to appeal the decision to the NAFI commandi ng
officer within 7 days of receiving the programdirectors’ decision.

(5) Grants the right of the enployee to be represented by an
i ndi vidual of his or her choosing during the appeal process subject to the

wi | Iingness of the chosen person to serve (if a NAF enpl oyee of the
organi zation), and the priority needs of the organization, and no conflict of
interest or position. Assures that the chosen representative will be free

fromrestraint, coercion, discrimnation, or reprisal
(6) Allows for one formal hearing of the issue at the |ocal |evel

c. The Decision. The programdirector has his or her decision finalized,
e.g., termnates the enployee. The enployee is not kept on the rolls of the
activity for purposes of appeal. Figure C 4 provides a sanple Letter of
Deci sion of severe disciplinary action.

d. The Hearing. |If a hearing is requested fromthe enployee to the
conmandi ng officer within the required 7 day time frame fromthe date of
recei pt of the programdirector's decision, the comrandi ng officer grants the
enpl oyee's request for a hearing. The hearing is used to ascertain and
consi der the facts upon which the severe disciplinary action was taken and the
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reasons the enpl oyee feels the decision should be reversed. A conprehensive
record of the hearing will be obtained, including the recomrendation of the
hearing officer, which will be in witing and attached to the record of
hearing. The enployee will be given the opportunity to submt evidence and

the testinony of w tnesses, cross exam ne w tnesses, and present appropriate
af fidavits and depositions.

e. The Commanding Oficer's Decision (First Level of Appeal)

(1) Based upon the record of the hearing, the recomrendations of the
hearing officer and other data sent by the programdirector, the commandi ng
of ficer makes the first |level appeal decision. Such decision nust be in
witing and provided to the appellant within 45 days of conpletion of the
hearing. |If no hearing was requested or held, the commandi ng officer has
45 days fromthe date of receipt of the appeal to provide the appellant with
the first level of appeal decision.

(2) In the absence of a hearing, the conmandi ng of ficer may conduct
"fact finding" relative to the appeal in any manner deenmed appropriate, e.g.
appoi ntnent of a fact finder or investigator, or on the basis of the case as
present ed.

(3) The commanding officer will provide the decision along with
rationale, and further specify the enployee's right of appeal to BUPERS, the
time limts for such an appeal, and how and where such an appeal nust be
filed. An exanple of the commanding officer's decision is at Figure C 5.

Such appeal nust be filed by the enpl oyee via the comrandi ng of ficer to BUPERS
(Pers-65), postmarked within 14 days of the commandi ng officer’s decision

The standard of review throughout the appeal process will be substantia

evi dence.

4. Appeal to BUPERS. The decision by BUPERS (Pers-65) will be issued in
witing within 60 days of receipt of the enployee's appeal. The CHNAVPERS'
decision is the final Navy decision and may not be appeal ed.

5. Standard of Proof. The standard of proof in deciding disciplinary actions
and any grievances or appeals thereof will be substantial evidence.

Substantial evidence is defined as such rel evant evidence as a reasonable mnd
m ght accept to support a concl usion.

6. Energency Suspensions. As an exception to required 14 day advance notice
of proposed severe disciplinary actions, nanagenment may place a regul ar
nonprobati onary enpl oyee on energency suspensi on wi thout pay when retention of
t he enpl oyee might result in damage to or |oss of property or funds, night
prove injurious to the enployee or others, or when there are reasonable
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reason(s) to believe that the enployee is guilty of a crine for which a prison
sentence may be inposed. |In such cases, the enployee may be provided with a

m ni mum of 24 hours advance notice, in a pay status, of the emergency
suspensi on. Such suspensions are used to gather data concerning the

enpl oyee' s conduct upon which to base an ultimate decision as to the course of
final action to take concerning the enployee's conduct. |f, after necessary
fact gathering, managenent decides that the enployee's conduct warrants a
suspensi on, the tinme spent in the energency suspension will count toward the
deci ded final suspension. |If the decision is to separate the enpl oyee, he or
she is provided with the facts of the case, separated and provided with
necessary appeal rights. 1f, however, nanagenment's decision is to suspend for
30 days or less, the action is only grievable and tinme already spent in
suspensi on counts toward the decided days to suspend. |f nanagenent

determ nes that the enployee is innocent of perceived m sconduct and drops the
charge, then all tinme spent in the energency suspension w thout pay is
conpensated in full. The enployee may not appeal energency suspension

i ndependently of any appeal nade on the nerits of the case unless no

di sciplinary action is taken agai nst the enpl oyee.

7. Special Provisions for Gieving Severe Disciplinary Actions by Requl ar
Probati onary and Fl exi bl e Enpl oyees

a. The process for this category of enployee does not require a proposed
action followed by a decision. Instead, the notice represents the action
managenment has decided to take relative to the conduct that led to the severe
di sciplinary action.

b. Since a proposed notice is not used, nanagenent nust assure that it
has gathered or collected all necessary data in support of the action. The
notice, as such, is a notice of finding and decision. As a ninimm such
noti ces nust include:

(1) The action to be effected, i.e., termination, suspension for nore
than 30 days, reduction in base pay, or

(2) The conduct that led to the decision. This rmust be given in
sufficient detail so as to allow the enployee all pertinent facts used in
arriving at the decision so as to allow the enployee to not only understand
the charge, but also in sufficient content and clarity as to be used in his or
her grievance if such is allowed.

(3) Rational e behind the decision.

(4) Opportunity to review all evidence relied upon to support the
char ge.
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(5) Grievance rights, if any, along with a time frame (7 days) in
which to grieve and name and address of individual to whomthe grievance
shoul d be directed.

(6) Since programdirectors, or incunbents of similar positions
desi gnated by the conmanding officer, will normally sign severe disciplinary
action decisions, conmanding officers will nmake the decision on the grievance
in such matters. As such, the grievance process under such circunstances is a
one | evel process. The decision of the commanding officer is the final DON
decision on the matter.

c. The severe disciplinary action need not be held awaiting the outcone
of the commandi ng of ficer's decision

8. Oficial Records. An official record will be established for each

di sciplinary action effected. This official record will be maintained for a
period of at least 2 years fromthe date of the action. The record wll
consi st of:

a. The appellant's petition of appeal
b. A copy of the notice of proposed disciplinary action

c. A copy of the appellant's witten response, if any, to the notice of
proposed action.

d. A summary of the appellant's oral response, if any, to the notice of
proposed action.

e. A copy of the witten decision of disciplinary action
f. A copy of the official docunent effecting the disciplinary action

g. Any and all evidence relied upon in support of the disciplinary
action.

9. A NAF enpl oyee may not grieve nor appeal any disciplinary action, either
basi ¢ or severe, seeking redress under any provisions of any equal enploynent

opportunity (EEQ |aw. The enpl oyee nmust make an election. |[|f the enployee
foll ows the EEO path, they nmay not appeal or grieve the sane discipline
t hrough the adm nistrative provisions of this manual. |f the enployee grieves

or appeal s under the provisions of this manual, the enpl oyee may not conpl ain
usi ng the EEO process.
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10. The follow ng paragraphs list potential offenses that could occur in a
NAFI, and a range of disciplinary action penalties that could be taken for
each of those offenses. It is enphasized that this is a guide and is not al
concl usive. Where local command directives conflict with the follow ng, the
conmand directive takes precedence.

a. Ofenses will be a matter of official records from2 years fromthe
date of receipt of disciplinary action by the enployee. After 2 years, the
of fense will not count for purposes of this guide.

b. Violation of security regulations, including but not limted to:

(1) Failure to carry or show proper identification on Governnent
prem ses as required, or msplacenment or |loss of an identification badge; or

(2) Failure to safeguard classified materials; or

(3) Breach of regulations which does not result in rel ease of
security information to unauthorized sources, and when there is no evidence of
a conproni se of classified information; or

(4) Wen the violation is intentional or results in unauthorized
rel ease or conprom se of security information.

(a) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(b) 2nd O fense: 1 day suspension to term nation of enploynent.
(c) 3rd Ofense: 5 days suspension to ternination of enploynent.
(5) This guide is to be used in instances of violations of security
regul ations only in absence of specific conmand prerogatives. |n absence of
speci fic command prerogatives, consider the nature of the enployee's position
or assignnment, whether disclosure resulted, and the classification of the
j eopardi zed matter.

c. Violation of Safety Practices and Regul ations (including but not
l[imted to endangering the safety of or causing injury to, persons through
car el essness).

(1) 1st Ofense: Witten reprinmand to 1 day suspension
(2) 2nd O fense: 2 days suspension to ternination of enploynent.

(3) 3rd Ofense: 15 days suspension to term nation of enploynent.
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d. Discrimnation

(1) 1st Ofense: Witten reprimand to ternination of enpl oynent.

(2) 2nd O fense: Ternination of Enploynent.

e. Unexcused failure to ring a clock or otherwise record tinme in or out.

(1) 1st Ofense: Witten reprinmand.

(2) 2nd O fense: 2 day suspension.

(3) 3rd Ofense: 3 days suspension to ternination.

f. Ring a clock or otherwise record tinme in or out for another enployee,
or to permit an unauthorized enployee to ring a clock or otherwi se record tine
in or out for oneself; or falsifying attendance record for oneself or for
anot her enpl oyee; or for pernitting another enployee to falsify one's
attendance record.

(1) 1st Ofense: Witten reprinmand to 1 day suspension

(2) 2nd O fense: 2 days suspension to 5 days suspension

(3) 3rd Ofense: 5 days suspension to ternination of enploynent.

g. Insubordination, including but not linited to:

(1) Disobedience to constituted authorities, or deliberate refusal to
carry out any proper order frominmedi ate supervi sor having responsibility for
the work of the enpl oyee; or

(2) Disrespectful conduct toward constituted authorities; or use of
i nsulting, abusive, or obscene | anguage to constituted authorities; or

physi cal resistance to constituted authorities.

(3) Deliberate failure or undue delay in carrying out orders, work
assignments, or instruction of supervisors.

(a) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(b) 2nd O fense: 3 days suspension to ternination of enploynent.

(c) 3rd Ofense: 10 days suspension to term nation of enploynent.
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h. Loafing or wasting time; sleeping during working hours.

(1) 1st Ofense: Witten reprinmand to 2 days suspensi on of
enpl oyment .

(2) 2nd O fense: 3 days suspension to ternination of enploynent.
(3) 3rd Ofense: 10 days suspension to term nation of enploynent.

i. Immoral, indecent or notoriously disgraceful conduct, e.g., incest,
child abuse, self-nutilation.

(1) 1st Ofense: 5 days suspension to ternination of enploynent.
(2) 2nd O fense: 30 days suspension to term nation of enploynent.
(3) 3rd Ofense: Ternination of enploynent.
j. Disorderly conduct; i.e., rude, boisterous play which adversely
af fects production, discipline or norale, or which endangers the safety of
persons or property; or use of insulting, abusive or obscene |anguage to, or
about, other personnel, or quarreling or inciting to quarrel; or fighting,
threatening, or attenpting to inflict or inflicting bodily harmto another; or
use of violent |anguage which adversely affects production, discipline or
nor al e.
(1) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(2) 2nd O fense: 15 days suspension to term nation of enploynent.
(3) 3rd Ofense: Ternination of enploynent.
k. Solicitation of ganbling on Governnment owned/| eased premi ses.
(1) 1st Ofense: Witten reprimand to 10 days suspension.
(2) 2nd O fense: 10 days suspension to term nation of enploynent.
(3) 3rd Ofense: Ternination of enploynent.

Ganbl i ng or unlawful betting on Governnent owned/| eased prem ses.

(1) 1st Ofense: Witten reprimand to 10 days suspension.



BUPERSI NST 5300. 10
3 Dec 97

(2) 2nd O fense: 10 days suspension to term nation of enploynent.
(3) 3rd Ofense: Ternination of enploynent.

m M sconduct off duty which reflects unfavorably on the NAFI
(1) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(2) 2nd O fense: 3 days suspension to ternination of enploynent.
(3) 3rd Ofense: 5 days suspension to ternination of enploynent.

n. |Illegal or inproper introduction, possession or use of drugs not
prescribed by a medi cal doctor, narcotics or intoxicants, wthin any place
under jurisdiction of the Federal government, or reporting to work while under
the influence or inpaired by any of the above substances. (If an enpl oyee

reports to work under the influence of or inpaired by a nedicine prescribed
for the enpl oyee, he must be sent on sick or annual |eave, or, if none is

accrued, on LWOP. Such action will not be considered as disciplinary).

(1) 1st O fense: An enployee found to use illegal drugs nust be
referred to the Civilian Enpl oyee Assistance Program (CEAP). Additionally, an
enpl oyee who voluntarily refers himherself to the CEAP as a user of illega
drugs under the “safe harbor” provision of CPl 792 will be exenpt from
di sciplinary action. The activity will initiate action to renmove an enpl oyee

who refuses to obtain counseling or rehabilitation through the CEAP as
required by E.O 12564 after having been found to use illegal drugs.

(2) 2nd O fense: Process in accordance with | ocal command directives.

(3) For these offenses, this guide is to be used only in the absence
of specific comuand prerogatives.

o. Violating base parking or traffic regulations including but not
limted to reckless driving on property or inproper operation of notor
vehi cl e.

(1) 1st Ofense: Witten reprimand to 2 days suspensi on

(2) 2nd O fense: 3 days suspension to 10 days suspension

(3) 3rd Ofense: 10 days suspension to term nation of enploynent.
(4) For these offenses, this guide is to be used only in the absence

of specific comand prerogatives.
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Actual or attenpted taking and carrying away government or NAF

or funds, or the property or funds of others.
(1) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(2) 2nd O fense: Ternination of enploynent.

Knowi ngl y maki ng fal se, unfounded or malicious statenents which are

sl anderous or |ibel ous, about NAFI personnel or other personnel attached to

activity

r
establis

S.
t he NAFI

u

at which the NAFI is |ocated.

(1) 1st Ofense: 1 day suspension to 15 days suspensi on.

(2) 2nd O fense: 15 days suspension to term nation of enploynent.
(3) 3rd Ofense: Ternination of enploynent.

Unexcused tardi ness (after a record of excessive tardi ness has been
hed) .

(1) 1st Ofense: Witten reprimand to 2 days suspensi on
(2) 2nd O fense: 3 days suspension to 15 days suspension
(3) 3rd Ofense: 15 days suspension to term nation of enploynent.

Failure to honor a valid debt which places an adninistrative burden on

(1) 1st Ofense: Witten reprimand to 1 day suspension

(2) 2nd O fense: 2 days suspension to 5 days suspension

(3) 3rd Ofense: 5 days suspension to ternination of enploynent.
Mal i ci ous damage to NAFI property or the property of NAFI enpl oyees.
(1) 1st Ofense: Witten reprimand to ternination of enpl oynent.
(2) 2nd O fense: 5 days suspension to ternination of enploynent.
(3) 3rd Ofense: Ternination of enploynent.

Loss of, or dammge to, NAFI property, including governnent funds, or

t he p}operty or funds of NAFI enployees, or endangering any of the above

t hr ough

car el essness.
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(1)
(2)
(3)

1st Offense: Witten reprimand to 10 days suspensi on.
2nd Orfense: 10 days suspension to term nation of enploynent.

3rd Ofense: Term nation of enpl oynent.

v. Failure to report to proper authority personal know edge of serious
of fenses on the job on the part of another enployee. Such serious offenses
include, but are not limted to:

(1)
property or

(2)
(3)
(4)
(5)
(6)

Di sorderly conduct which endangers the safety of personnel or NAFI
the property of others; or

Vi ol ation of security regul ations; or

Theft; or

I ndecent, inmoral or notoriously disgraceful conduct; or
Di scrim nation; or

Fal sification of NAFI records.

(a) 1st Ofense: Witten reprimand to ternination.

(b) 2nd O fense: 3 days suspension to ternination.

(c) 3rd Ofense: 15 days suspension to term nation of enploynent.

w. Falsification, nisstatenent, exaggeration, or conceal ment of material
fact in connection with enploynent, pronotion, any record, investigation, or

ot her proper

(1)
(2)
(3)

proceedi ng.
1st Offense: Witten reprimand to term nation of enploynent.
2nd Orfense: 15 days suspension to term nation of enploynent.

3rd O fense: Term nation of enploynent.

X. Gross negligence.

(1)
(2)

1st Offense: Witten reprimand to term nation of enploynent.

2nd Orfense: 30 days suspension to term nation of enploynent.

C 12



BUPERSI NST 5300. 10
3 Dec 97

(3) 3rd Ofense: Ternination of enploynent.

y. Violations of confidential wage data obtained during wage survey of
private conpani es.

(1) 1st O fense: 15 days suspension to term nation of enploynent.
(2) 2nd O fense: Ternination of enploynent.
z. Abuse of NAFI privileges.

(1) 1st O fense: 15 days suspension and 6 nonths wi t hdrawal of
privilege to term nation of enpl oynent.

(2) 2nd O fense: Ternination of enploynent.

aa. Abuse of sick leave (including abuse of |eave wi thout pay granted for
reasons of health).

(1) 1st Ofense: Witten reprinmand to 5 days suspensi on.
(2) 2nd O fense: 5 days suspension to ternination of enploynent.
(3) 3rd Ofense: Ternination of enploynent.

(4) Requesting a doctor's certification in witing is a managenent
prerogative and does not constitute a disciplinary action.

bb. Unexcused or unauthorized absence, including abandonnent of position.
(1) 1st Ofense: Witten reprimand to 5 days suspensi on.
(2) 2nd O fense: 5 days suspension to ternination.
(3) 3rd Ofense: 10 days suspension to term nation of enploynent.

cc. Leaving the job to which assigned at anytinme during working hours
wi t hout proper perm ssion.

(1) 1st Ofense: Witten reprinmand to 5 days suspensi on.
(2) 2nd O fense: 5 days suspension to 10 days suspension.

(3) 3rd Ofense: 10 days suspension to term nation of enploynent.
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dd. Conducting, assisting, or participating in any strike again the
Government of the U S. or any agency thereof.

(1) 1st O fense: Ternination of enploynent.
ee. Conducting, assisting, or participating in activities concerned with
the internal managenent of |abor organi zati ons of nenbership neetings,
solicitation of menmbership and distribution of literature during working
hour s.
(1) 1st Ofense: Witten reprimand to 10 days suspension
(2) 2nd O fense: 10 days suspension to 30 days suspensi on

(3) 3rd Ofense: 30 days suspension to term nation of enploynent.
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SAMPLE BASI C DI SCI PLI NARY ACTI ON
LETTER OF REPRI MAND

5 August 1996

From
To:

Subj: LETTER OF REPRI MAND

1. This letter of reprimand is based on your tardiness in reporting to work
To be nore specific, on 12 July 1996, you arrived at work at 0930, which is
2 hours later than the start of your schedul ed work day, i.e., 0730. When
your supervisor, Charlie Tuna, asked why you were |late, you stated that you
had oversl ept.

2. This is the second tine you have been late for work. |In fact, as a result
of your | ateness on 10 June 1996, you were orally adnmoni shed for your
tardiness and told that repetition of tardiness could |lead to disciplinary
actions.

3. A copy of this letter of reprimand will be placed in your Oficia
Personnel Fol der for a period of 2 years fromthe date of receipt of this
letter. During this 2 year period, the charge contained in this letter may be
used as a basis to support nore severe disciplinary action in the event you
fail to abide by established conduct, rules or policies within that tinme
frame.

4. You have a right to grieve this action. |If you do decide to grieve, you
must do so in witing and within 7 cal endar days of receipt of this notice.
Such grievance nust be sent to the activity Program Director, and contain:

a. A detailed and clear description of the grievance.

b. Previous attenpts or steps taken to resolve the issue.

c. The relief being sought.
5. Questions pertaining to this action should be addressed to Ms. |da Hoe of

our NAF Civilian Personnel O fice. Her phone number is 444-1245.

KNEE BOP
MAR Di r ect or

Figure CG1
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SAMPLE BASI C DI SCI PLI NARY ACTI ON

5 August 1996

From MAR Director
To: M. Lional D. Lenon, CPO C ub, NAS Anywhere

Subj: SUSPENSI ON OF 30 DAYS OR LESS

Ref : (a) BUPERSI NST 5300. 10 (BUPERS NAF Personnel Manual)
1. This letter is witten to notify you that you will be suspended fromwork w thout pay for 30
days fromyour position as bartender, NF-7405-02, full-time, as of (date). You will return to

wor k on your regular schedule on (date).

2. The reason for your suspension is your use of offensive and vul gar | anguage while on duty.

To be nore specific, three custoners filed a witten and signed conplaint to the club manager
that stated, in part, that on 28 July 1996, at approxi mately 1430, you swore at several custoners
who happen to be rooting for the Washi ngton Redskins (the TV game was on in the | ounge where you
were working and the Redskins were playing the Dallas Cowboys). Your |anguage was not only I|oud,
but highly insulting to the famly lineage of those to whomyour profanity was addressed. Two

custoners, in fact, have clained that they will never again bring their business to our |ounge
bar as long as you work there. In discussing this charge with you on 30 July 1996, you agreed
with the charges as witten by the three patrons. In your defense, you stated that you were not

feeling well on the day of the incident, and that the custoners' antics over a "silly and stupid
football game," got on your nerves and you expl oded.

3. As you know, you were given a letter of reprinmand, dated 12 April 1995, for a simlar
of fense. That charge was weighed in arriving at this 30-day suspension.

4. A copy of this letter of suspension, along with a correspondi ng personnel action, will be
made a permanent part of your Oficial Personnel Folder. |f, however, during the next 2 years
fromthe date of receipt of this notice, you fail to abide by established work rules, policies
and/ or standards of conduct, this 30-day suspension may be used to support stronger disciplinary
action, including renoval.
5. You nmy grieve this action. |If, however, you do decide to grieve, you nust do so in witing
and within 7 cal endar days of receipt of this notice. Such grievance nust be sent to the
activity Program Director's office, and contain:

a. A detailed and clear description of your grievance.

b. Previous attenpts or steps taken to resolve the issue.

c. The relief being sought.

6. Questions pertaining to this action should be addressed to Ms. |da Hoe of our NAF Civilian
Personnel O fice. Her phone nunber is 696-1243.

CLAUDE HOPPER
MAR Director

Figure C2
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SAMPLE SEVERE DI SCI PLI NARY ACTI ON
PROPOSED REMOVAL (REGULAR EMPLOYEES ONLY)

5 August 1996

From MAR Director
To: M. Im B. Conduct, Marina Tie-Down Master, NAS Sonewhere

Subj: NOTI CE OF PROPCSED REMOVAL FOR CAUSE

1. You are hereby notified that you will be renmoved fromyour position as NF-1101-01, Marina
Ti e-Down Master, no earlier than 7 days fromthe date of receipt of this notice, due to the
followi ng charges and specifications:

a. Charge |. Insubordination.

Specification 1. On or about 12 April 1996, you called M. Sloop E. Sales a rotten scum
a screwed-up flea bag, and a stupid | oudnouth or words to that effect.

Specification 2. That between 1 January 1996 and 12 April 1996, you failed to nmake the
proper log entries as directed by your supervisor, M. Sloop E. Sales, either by intentionally
failing to carry out his orders or by undue delay in carrying out his orders.

b. Charge 2. Battery

Specification. On or about 12 April 1996, you hit M. Sloop E. Sales on or about the
face as you left the narina.

2. On or about 1 March 1996, you were given a 20-day suspension for insubordination for failure
to carry out the orders of your supervisor, M. Sloop E. Sales, when you did not tie down the MAR
gig, Always Par Tay, which led to $10, 000 damage to the gig.

3. Because of your present actions and those cited in paragraph 2, | am proposing renoval as a
MAR enpl oyee.

4. Al docunents, statements, and other evidence which | have utilized in reaching my decision
are avail able for your inspection at the MAR Personnel O fice, Building 20001, NAS Somewhere.

5. You may wish to provide rebuttal to this proposal of termination. |If so, such rebuttal nust
be in witing and postmarked or received by ne or ny secretary, Ms. Typewiter, in ny office at
Bui | di ng 20001, NAS Sonmewhere, within 10 cal endar days of receipt of this proposal.

CLAUDE HOPPER
MAR Director

NOTE: |f a suspension or reassignment of duties is in order, the follow ng paragraphs may be
utilized.

1. Suspension. Because your present actions and those cited in paragraphs 1 and 2, indicate a
propensity for violence and theft, | have decided to suspend you wi thout pay as of the end of
your shift on Date XXXXX.

2. Reassignnent. Because of your present actions and those cited in paragraph 2, | have decided

to assign you to duties as a phone watch at your honme of record i medi ately upon receipt of this
letter.

Figure C3
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SAVPLE SEVERE DI SCl PLI NARY ACTI ON
DECI SION TO REMOVE ( REGULAR EMPLOYEES ONLY)
16 August 1996
From
To: Ms. Conduct, Marina Tie-Down Master, NAS Sonewher e

Subj: DECI SI ON TO TERM NATE EMPLOYEE FOR CAUSE

Ref : (a) Notice of Proposed Renopval, 12272, code xxxx of 5 Aug 96
(b) Your Letter of Rebuttal of 10 Aug 96

1. This letter represents ny decision to remove you fromyour position as Tie-Down
Master, NF-1101-01, and fromthe rolls of this organization as of close of business 21
August 1996 as proposed in reference (a).

2. | have reviewed your witten rebuttal, reference (b), to the charges in reference
(a) and find that your explanation of the events lacks credibility. You denied hitting
M. Sales, calling himnanmes and not conpleting your log entries. However, M. Sales's
testimony and that of the other witnesses clearly establishes that you hit himand
called himthe nanmes as alleged. The |og books clearly show that you did not make the
entries as required. Wthout even considering your prior msconduct, these actions

al one are sufficient grounds to term nate your enploynent. Any benefit of the doubt you
have in this case is clearly overcone by the fact that this is not the first tine you
have been disciplined for msconduct. Therefore, your termnation is upheld.

3. You have a right to appeal this decision to the Program Director (MAR or BQ. Such
appeal must be in witing and received in the MAR Director's office, or be postmarked,
no later than 7 cal endar days fromreceipt of this decision. |If you can not conplete
your appeal within 7 days, additional tinme nay be granted for conpletion of your appeal
for good cause shown. Your extension request must be in witing and submitted prior to
the expiration of the 7 day tine period.

4. During the appeal process, you have a right to a representative of your choosing in
keeping with the foll owi ng gui dance:

a. You cannot elect to choose an enpl oyee of a NAFlI personnel office, a governnent
attorney, or an enployee of a government |egal office.

b. Your selection of a NAF enpl oyee is acceptable as |ong as such selection neets
with the sel ected enpl oyee's approval, and nanagerment does not object on the basis of
conflict of interest, or priority workload requirenents.

c. You may hire an attorney of your choice; however, you may not have both a
gover nnent enpl oyee and an attorney as your representative. You may have one or the
other but not both. As soon as you have obtained a representative, either an attorney
or an enpl oyee representative, please informthis office in witing of their nane,
busi ness address, and phone nunber.
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Subj: DECI SI ON TO TERM NATE EMPLOYEE FOR CAUSE

d. Any fees charged by any representative are to be paid by yourself. No fees wll
be paid by the government or the NAFI.

e. You and your chosen representative will be free fromrestraint, coercion,
di scrimnation, or reprisal.

f. Once appointed and accepted, your representative will act as your sole point of
contact with this activity on all matters pertaining to your appeal.

5. You have a right to a hearing during the appeal process. This hearing, if
requested, will take place at the activity level, and will precede any decision fromthe
comrandi ng of ficer. |If such a hearing is requested, it should be contained in your
letter of appeal to the commanding officer. The hearing will be used to ascertain the
facts of the case, and to allow you or your representative an opportunity to state your
case as to why this decision should not be allowed to stand. During this hearing, which
will be "heard" by a Hearing O ficer of the commanding officer's choosing, you or your
representative will be given an opportunity to submt evidence, including the testinony
of witnesses; cross exam ne w tnesses; and/or present appropriate affidavits and
depositions. The chosen Hearing Officer will contact you or your representative prior
to the hearing to allow for reasonable "preparation" time. This hearing is an

adm ni strative hearing and as such is not a legal or judicial procedure. Therefore,
while this hearing will be conducted in a fair and inpartial manner, the rules of

evi dence and ot her procedural rules associated with a formal judicial proceeding wll

not be utilized.

NOTE: For activities with a union the follow ng should be utilized: xxx is an enployee
organi zati on whi ch has been granted excl usive recognition to represent enployees of this
conmand in | abor relations matters. You have elected not to utilize their services in
representing you. That is your right. However, a representative of the organization
may be present and nay nmake a statement of the organization's views concerning the case
for inclusion in the record.

6. The commandi ng officer will consider all evidence presented including the hearing
transcript and the recommendati on(s) and opinions of the Hearing Oficer, and wll
provide you with a decision within 45 days of receipt of the Hearing Officer's report.
You will be given further appeal rights if the comrandi ng of fi cer does not provide you
with the renmedy sought.

7. M. lda Hoe, of our NAF Civilian Personnel Office, will be in contact with you prior
to your |last day on our organization's rolls in order to "out-process" you, i.e.,

col l ect necessary ID cards, make arrangenents for final paycheck mailing, obtain a final
mai | i ng address, and to answer questions you mi ght have concerning this and rel ated
nmatters.

CLAUDE HOPPER
MAR Di rect or

Fi gure C4a
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COMVANDI NG OFFI CER DECI SI ON ON APPEAL CF TERM NATI ON FOR CAUSE

16 Septenber 1996

From Commanding O ficer, NAS Anywhere
To: Ms. Conduct, Marina Ti e-Down Master

Subj: DECI SI ON ON YOUR APPEAL OF YOUR TERM NATI ON FOR CAUSE
Ref : ) BUPERSI NST 5300. 10

) Hearing Oficer's Report
) MAR [ tr 12772 of XXX

) MAR [ tr 12300 of XXX

) Your Itr of 1 Aug 96

1. Per reference (a) and after reviewi ng reference (b) and the transcript of the
hearing hel d XX August 1996, | have determined that you were properly termnated for
cause. By reference (c), your MAR Director, C aude Hopper, proposed your termnation
because of a charge of insubordination and battery. You were specifically charged with
two specifications of insubordination and one specification of battery. They were:

a. Charge 1. Insubordination.

Specification 1. On or about 12 April 1996, you called M. Sloop E. Sales a
rotten scum a screwed-up flea bag, and a stupid | oudmouth or words to that effect.

Specification 2. That between 1 January 1996, and 12 April 1996, you failed to
make the proper log entries as directed by your supervisor, M. Sloop E. Sales, either
by intentionally failing to carry out his orders or by undue delay in carrying out his
or ders.

b. Charge 2. Battery

Specification. On or about 12 April 1996, you hit M. Sloop E. Sales on or
about the face as you left the marina.

2. Reference (b) clearly shows that on 12 April 1996, you called M. Sloop E. Sales a
rotten scum a screwed-up flea bag, and a stupid | oudmouth before you hit him You al so
failed to make proper log entries as directed by your supervisor. Wile you denied
calling M. Sales any names and hitting him the testinony of M. Sales and Ms. No Zee

directly contradict your statements. | find your testinony unworthy of belief

concerni ng the above incidents and find no credibility to your testinony that you were
not instructed on howto do the log entries. | also believe M. Sales’ statenent that
you were properly instructed in your duties, but failed to carry themout as directed.
Additionally, | am deeply concerned that you were previously disciplined for

i nsubordi nati on and apparently have made no effort to change your behavior to conformto
t hat expected of a MAR enpl oyee. Therefore, | am uphol di ng your term nation.

3. You have a right to appeal my decision in witing to the Chief of Naval Personnel.
Your appeal must be postnmarked within 14 days of the receipt of this decision. Your
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Subj: DECI SI ON ON YOUR APPEAL OF YOUR TERM NATI ON FOR CAUSE

appeal should be addressed to the Chief of Naval Personnel, Mrale, Wlfare and
Recreation Division (Pers-65), Bureau of Naval Personnel, BUPERS Detachnent, Menphis,
7800 3rd Avenue, Building 457, Naval Support Activity Menphis, MIlington, TN 38054-
5045 via Commandi ng Officer, NAS, Anywhere. |f you have any questions or need technical
gui dance on your appeal, please contact the government's representative, M. Bason,
Personnel O fice, at (901) 685-0987.

OLDE SALT

Fi gure C-5a
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BUSI NESS BASED ACTI ONS

1. Purpose. A BBA is used to adjust resources in response to changes in

busi ness revenue, budget, workload, organization, or mssion. Covered

enpl oyees are affected by BBAs only if identified after an objective, fair and
equi t abl e ranki ng agai nst ot her enployees in the sane enpl oynment category and
group of affected positions.

2. Factors to Consider. Careful planning is necessary to | essen adverse
effects and avoid admi nistrative and norale problens. It is inportant to
consi der whet her the cause of the reduction or realignnent is tenporary or

per manent, along with each of the various actions that may be taken. For
exanpl e, a reduction in hours of work or pay rate may be nore appropriate than
separation in some cases.

3. Types of BBAs

a. Reduction in Pay Rate. Such actions could result fromreorganization
realignment of a workload, elimnation of duties froma position, |ack of
funds, or froma need to be conpetitive with pay in other organizations.

b. Furlough. A furlough occurs when a regular enployee is placed in a
nonpay status for business-based reasons for eight cal endar days or nore
(i.e., atemporary layoff for a definite or indefinite period of tinme). Note:
Fl exi bl e enpl oyees are excluded since they can be placed on or off the
schedul e as needed. However, as a courtesy, it is recommended that they be
given witten notification of any planned furlough, along with its effective
and duration dates. Figures D1 and D-2 are exanple letters to use in
furl ough situations.

c. Reduction in Enploynent Category. This occurs when an enpl oyee is
changed for business related reasons to a | ower category of enpl oynent
(e.g., regular full or part-time to flexible or regular full-time to regul ar
part-time). Figure D-3 provides an exanple letter to use in this situation

d. Separation. This action entails renoval of an enpl oyee fromthe
organi zation for business related reasons. Figure D4 provides an exanpl e of
a separation notice letter.

4. Enployee Notification

a. Linmitation on Effective Date. BBAs will not be issued with an
effective date for separation during the period 15 Decenber through 3 January;
nor, will any such notices be issued for delivery to enployees during this
peri od.

Appendi x D
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b. General Notification. Prior to issuance of required individual BBA
noti ces to conpeting enpl oyees, managerment nust provide a witten genera
notification to enployees in affected conpetitive areas. This notice will
contain the reason(s) for the planned action(s), the nature of the BBA, the
projected effective date of such actions, titles, series, grades/pay band, an
enpl oyment category of the positions involved in the planned actions, and
ot her pertinent data. Placenent of such notice on official bulletin boards

will suffice to neet this requirenment. However, managenent nmay use other
avenues to announce inpendi ng BBA actions, e.g., such as enpl oyee newsletters,
etc. Irrespective of the means used, nmanagenent nust assure that enpl oyees in

conpetitive areas to be inpacted by planned BBAs are provided with an advance
notice of at least 1 cal endar day before BBA notices are issued. Figure D5
is an exanple of this type of action.

c. Under energency conditions, such as a breakdown of equi prent or ot her
emer gency conditions requiring suspension of operations, or an unantici pated
reduction in business such as occurs with a sudden depl oynent of troops, a
m ni mum of 24 hours notice may be given. Also, under such conditions, the
general notification requirenent for enployees in the conpetitive area is
wai ved. The follow ng chart provides a summary of enployee notice period
requi renents:

GAA4A4444444444444444444448444 ;4444444444444 444444444444444444444447

5 5 M ni num 5
5 Enpl oynent 5 Peri od Requirenent 5
5 Cat egory TA444444444444 ;AAAAQLALLL444444444444<
5 5 Separations 5 Al other BBA Actionss
T 444444844440 800888480880844>A080884440804>A440444444444444444444<
5 Regul ar Non- Probationary 5 30 days 5 7 days 5
T 444444844440 808884480888884 5408088444084 4>A440440444444444444444<
5 Flexi bl e Enpl oyees with 5 5 5
5 3 or nore years in 5 7 days 5 24 hours 5
5 the NAFI 5 5 5
T 444444844440 808884480880844>A080084440844>A440440444444444444444<
5 Regul ar Probationary 5 7 days 5 24 hours 5

T 444444844440 808888480880844>A080084440844>A444440444444444444444<
Fl exi bl e Enpl oyees with
| ess than 3 years in

t he NAFI, and enpl oyees
with current performance
rating of less than

sati sfactory
Q4444444044884 48A08008844084=A44440800844440=004444400444444444444448

24 hours 24 hours

agoaoaoaaa
agoaoaoaaa
agoaoaoaaa
agoaoaoaaa
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d. The programdirector will normally sign the individual notices of BBA
Such notices are not "notices of proposal" instead, they are the actual notice

of a BBA deci si on.

5. Conpeting and Nonconpeting Enpl oyees

a. Conpeting Enpl oyees. Those NAF regul ar nonprobationary enpl oyees and
t hose fl exible enpl oyees who have been on the rolls of the activity for 3 or
nore cal endar years inmediately prior to the announcenment of the BBA, and who
are assigned to a given conpetitive |evel scheduled to be inpacted by a BBA
are designated as conpeting enpl oyees. Conpeting enpl oyees are not affected
by a BBA until all nonconpeting enployees in the same conpetitive |levels are
first inmpacted, or unless there are no nonconpeting enpl oyees in the
conpetitive |evel

b. Nonconpeting Enployees (NCE). Those enpl oyees not neeting the
foregoing definition. That is, nonconpeting enployees do not conpete with
conpeti ng enpl oyees under BBA procedures. Such enpl oyees, however, conpete
with one another in deternining BBA i npact before any conpeting enpl oyees in
the sane conpetitive level are inpacted by the BBA. Nonconpeting enpl oyees
i ncl ude:

(1) Regul ar enpl oyees still under a probationary period at time of the
of ficial announcenent of nanagement's plan to conduct a BBA.

(2) Regul ar enployees with a current |ess than satisfactory
performance rating.

(3) Flexible enployees with |l ess than 3 continuous years of service in
his or her current NAFI on the date of the BBA enpl oyees’ notification

(4) Al nonconpeting enployees in any conpetitive level nust be in a
separate category bel ow conpeti ng enpl oyees.

(5) When nonconpeting enpl oyees are to be inpacted by any given BBA
they will be inpacted in the follow ng order

(a) Al'l enployees in the conpetitive | evel whose | atest record of
rating is “less than satisfactory” (when such rating has not been upgraded due
to a higher performance rating based on inproved performance). In such cases,
the inproved rating would count as the enpl oyees nost recent annua
performance rating, and have such counted in determ ning assigned performance
rating category, i.e., Gold, Silver, or Bronze. \Were there is nore than one
“less than satisfactory” in a given conpetitive |evel, managenent deci des
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whi ch enpl oyee or enpl oyees are inpacted based upon their conparative
eval uati on of the enployees in this group

(b) The second group of nonconpeting enpl oyees to be inpacted
(only after all “less than satisfactory” enployees in the conpetitive |eve
have been inpacted, or in absence of such enpl oyees) are regul ar probationary
enpl oyees. \Wen there is nore than one regul ar probationary enployee in the

conpetitive level, the BBA procedure used will be the sane as that for regular
nonprobati onary enpl oyees, except that only one performance rating will be
used.

6. The Process for Taking a BBA - An Overview

a. In deciding who is to be inpacted by any BBA, managenent follows these
basi ¢ steps:

(1) Determines type of action, e.g., furlough, abolishment of
positions, etc.

(2) Determines position(s) involved, by enploynent category, title,
series, grade or pay band level, e.g., Bartender - NA-7405-4, Full tine.

(3) Lists separately under final grouping the nonconpeting enpl oyees
neeting the criteria of step (2) above.

(4) Using performance as a basis, places incunbents of those positions
listed in (2), above, into his or her earned performance rating category.

(5) Wthin each performance rating "category," places those with the
nost seniority at the top and those with lesser tinme in descendi ng order
i.e., by service conputation date (SCD).

(6) Effects the BBA, starting with nonconpeting enpl oyees. 1In the
absence of nonconpeting enpl oyees, managenent takes necessary BBA starting
with the individual in the | owest performance rating group with the | east
amount of creditable service. This process continues until all needed BBAs in
t hat one conpetitive | evel have been taken

7. A Definitive Explanation of the Conponent Parts of a BBA, i.e.
Conpetitive Area, Conpetitive Level, Performance Category and Service
Conput ati on _Dat es

a. Conpetitive Area. This is the total NAFlI activity, or that portion of
the activity in which nanagenment plans to take the BBA, and in which al
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conpeting enpl oyees are | ocated or enployed. \While managenment may change its
deci si on on conpeting area determnations, all stated conpetitive areas nust
be at |east 90 days old (90 days from publication and enpl oyee notification of
t he change) before the new conpetitive area can be used in a BBA. Figure D6
provi des an exanple of conpetitive areas.

b. Conpetitive Level. A conpetitive |level represents all positions that
are in a conpetitive area that are

(1) O the sane series, grade, and title for C&T positions; and

(2) Assigned to the same pay band, position title and series for pay
band positions; and

(3) I'n the sane enpl oynent category, i.e., RFT, RPT or flexible.

The foll owi ng exanple depicts three different conpetitive levels for CT
posi tions:

Title Seri es- G ade Enpl oynent Cat eqgory
Bar t ender NA- 7405- 04 Full-tine
Bar t ender NA- 7405- 04 Part-tine
Cook NA- 7404- 05 Fl exi bl e

As such, enployees in these positions would never conpete with one anot her
during any BBA acti on.

c. Total Conponent Parts of a Conpetitive lLeve

(1) Position title.

(2) Enpl oynent category such as RFT, RPT or flexible. These
categories are never mixed in one conpetitive |evel

(3) Series.

(4) Grade or pay band/level.

(5) Name of enpl oyees incunbering such positions.

(6) Service conputation dates of enployees in the conpetitive |eve

(for conpeting flexible enployees, use date of hire in current NAFlI as "SCD"
for BBA purposes).
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(7) The last two current Perfornmance Ratings of Record of individuals
in the conpetitive |evel

d. Performance Category

(1) Performance plays a key role in enployee retention, or in deciding
who is inpacted during BBA actions. It is as inportant as |ongevity.

(2) Once managenent has determ ned what conpetitive levels are to be
i npacted in any BBA, place incunbents of positions in the conpetitive |evels
into one of three performance categories based on their last two ratings of
record, i.e., CGold, Silver, or Bronze.

(3) Such categories are necessary because of the DOD requirenent to
use at |east two performance ratings during the BBA process. This provides
NAFI activities with a nore bal anced and equitable BBA approach in that it
allows for retention of high performers and seni or enpl oyees whose performance
is |l ess than outstanding.

(4) The following sinple yet effective approach has been devised in
order to neet the two perfornance rating requirenent:

Sinal e Rating Poi nt s

Qut st andi ng

Hi ghly Satisfactory
Satisfactory

Less than Satisfactory

SwhrhOUl

(a) Using above ratings and points, and the requirement to use two
ratings during the BBA process, the followi ng are possible variations in
"addi ng" any two ratings:

out st andi ng/ pl us out standi ng equals 10 points

out st andi ng/ pl us highly satisfactory equals 9 points

out st andi ng/ pl us satisfactory equals 8 points

out st andi ng/ pl us | ess than satisfactory equals 5 points

hi ghly satisfactory/plus highly satisfactory equals 8 points

hi ghly satisfactory/plus satisfactory 7 points

hi ghly satisfactory/plus |less than satisfactory equals 4 points
satisfactory/plus satisfactory equals 6 points
satisfactory/plus less than satisfactory equals 3 points
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(5) Using the above point values, conpeting enployees are placed into
one of three performance categories for BBA purposes:

Per f or mance Cat eqory Poi nt s

Gol d 9 and 10

Sil ver 7 and 8

Bronze 3 thru 6
Note: |If an enployee's |ast performance rating is "less than satisfactory"
and performance is still judged as such, that enployee is a nonconpeting

enpl oyee irrespective of total score of two ratings. Such enployees,
t herefore, nust be inpacted before any other enployee in his or her
conpetitive |evel

(6) In conducting a BBA, each conmpeting enployee will be placed in one
of three performance rating categories, i.e., gold, silver, or bronze.

e. Because of the key role performance plays in the BBA process, the
following is provided because of its inportance in understanding the BBA
process.

(1) Only annual performance ratings will be used in determ ning BBA
outcomes. While a manager may rerate an enpl oyee anytinme during the
performance rating year for pay adjustment or other purposes, this rating wll
not be used in place of annual performance ratings for BBA purposes.

(2) While there is notime limt as to use and validity of the second
or "secondary" performance rating in an enpl oyee's OPF, the nost recent
rating, i.e., primary rating, cannot be nore than 14 nonths ol d.

(3) When it is found that the nost current annual appraisal is nore
than 14 nmonths old, two options exist:

(a) Rerate the enpl oyee (enpl oyee nust be provided with a copy of
the rating during the discussion of such updated appraisal). The new rating
t hen, beconmes the nost recent rating of record, i.e., primary rating, and the
previously current rating becomes the secondary rating of record. However
the new rating cannot be used for BBA purposes unless 90 days ol d.

(b) Failure on managenent's part to rerate the enpl oyee woul d nean
that the "nmore than 14 nonth old rating" would be considered as the secondary
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rating (there is no expiration date on secondary ratings). In the place of
the former rating of record, under such circunstances, the enployee is
provided with a presunptive rating in order to neet the DOD requirenment that
"at | east two perfornmance appraisals" be used during the BBA process.

(4) During preparation for BBA action, if the nost recent or primary
record of rating in an enployee's OPF is outdated, and managenent fails to
rerate the enployee, a presunptive rating will be granted the enpl oyee by the
servicing personnelist. A regular performance appraisal formwll be
conpl eted and placed in the enpl oyee's OPF. However, the rating provided will
be identical to the nobst current rating of record. (This is a presunptive
"identical" rating). The personnelist will check the appropriate rating bl ock
typing or witing the word "presunptive" beside the checked bl ock, and then
pl ace the following in the remarks columm of the appraisal form sign the
form and place a copy in the enployee’'s OPF. The BBA will be conducted based
on the former rating and the presunptive rating:

"For purposes of a BBA dated this enployee is provided with a
presunptive rating of based on his or her npbst recent, but outdated,

annual performance rating dated __
c. Service Conputation Date (SCD). This is the final piece of

dat a managenent needs to understand in order to conduct a BBA. Each conpeting

enpl oyee is placed in the assigned conpetitive level. Wthin that |evel

pl ace enpl oyees according to their earned performance rating category, i.e.

each conpeting enployee is placed in one of the follow ng three categories:

Gold, Silver or Bronze. Once placed in one of these categories, enployees are

stratified by their service conputation dates so that the enployee with the

| east ampunt of service is placed |owest in the assigned performance group

rating category. In determ ning what enployee is to be inpacted by any given

BBA action, take conpeting enployees in the | owest perfornance category.

Wthin that category, the inpact is on the enployee or enployees with the

| east ampunt of NAFI creditable service.

8. A BBA Register

Figure D7 provides an exanple of what a conpletely structured BBA
regi ster woul d | ook.

9. Types of BBAs

a. BBA - Pay Decrease. Once the decision has been nade to take such
action, managerment must ensure that:

(1) Enpl oyees are inforned of the need for the action and plans for
t aki ng such acti on.
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(2) The action nust apply to all NAF enpl oyees in any one or nore
conpetitive area. Managenent may not single out specific NAF enpl oyees.

(3) NF and CT enployees in the conpetitive area designated to take the
decrease nust share in the decrease on a proportionate basis.

(4) Notice period and time frames for taking such actions are the sane
as those specified for other BBAs.

(5) In grieving such actions, enployees may chal |l enge the perceived
equity in application of the decrease in pay. Such basis for grievance is
over and above those allowed in grieving other BBAs.

(6) In view of the delicate nature of such action, and the equity or
"fairness" issue involved in forcing decreases in base pay and rel ated actions
froma select group of enployees of the total NAFI work force, nanagenent
shoul d explore all other possible options before using the "Business Based -
Pay Decrease" option.

b. Furlough. A furlough is a | eave of absence of a regul ar enpl oyee
(flexible empl oyees are excluded) for 8 cal endar days or nore (tenporary
| ayoff for a definite or indefinite period of tinme). However, whenever a
furl ough of any duration is to take place, inpacted flexible enployees will be
provided with a witten notification as to the reason for the furlough, the
effective dates and duration.

C. Reduction in Enploynent Category. Self-explanatory.

d. Separation. Self-Explanatory.

10. Witten Notice. As a mninmum witten notices of BBA will contain the
fol |l owi ng:

a. Enployee's nane, current position title, series, grade/pay band.
b. Notice periods (all cal endar days).

(1) Regul ar enpl oyees - 30 days for separation actions, 7 cal endar
days for nonseparation actions.

(2) Flexible conpeting enployees - 7 days for separation actions - 24
hours for nonseparation actions.

c. FEffective date of action
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d. Nature of BBA (separation, furlough, etc.).
e. Reason for the BBA

f. Statenent that the action is non-disciplinary and does not preclude
re-enpl oynment .

g. BBA conpetitive level to which assigned such as bartender, regular
part-time.

h. Performance category and the two ratings and dates of ratings used (A
letter "P'" next to the date when a presunptive rating has been used).

i. Statenment that BBA register may be reviewed by inpacted enpl oyees or
their representatives.

j. Advice on inpact of action on loss or retention of benefits in keeping
with follow ng guidance:

(1) Full-time to Part-tinme. Keep annual and sick | eave. Keep nedica
and life insurance if currently enrolled for at least 1 year. No change in
status for 401(K) and retirement participants.

(2) Rull-time or Part-tine to Flexible (20 Hours per Wek or Mre).
Pay out annual |eave; sick |eave stays on books while enployed (can't use);
and keep nedical and life insurance, 401(K) and retirenent, if enrolled in
plan(s) for at |least 1 year.

(3) Full-time or Part-tine to Flexible (20 Hours per Wek or Less).
Pay out annual |eave; sick |eave stays on books while enployed (can't use);
and | oss of nedical insurance, life insurance, 401(K) and retirenent, may be
eligible for COBRA

k. An explanation of the enployee's right to appeal including how, where,
time limts, and the name, address, and phone nunber of the individual and/or
position responsible for answering the appeal at any given |level of appeal

. Enployee’s right to representation

m Severance Pay Entitlenment. Enployees who are offered continued
enpl oyment under BBA that | eads to reduced base pay and/or |oss of or
di m ni shed benefit entitlement are allowed to opt for separation instead, and
correspondi ng severance pay, if otherwise entitled to such

n. Information on re-enploynent priority entitlenent, i.e., the RPL
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0. Information on unenpl oyment conpensation
p. Information on eligibility for Federal service enploynent through use
of the DOD/ OPM I nt erchange Agreenent.
g. Point of contact for additional information.
11. Appeals of BBAs
a. GCeneral. Regular non-probationary and flexible enployees with at

| east 3 consecutive years of service in the current NAFlI have a right to
appeal , but only on procedural grounds, if they believe proper processes
and/ or required regul ati ons were not conplied with when conducting the BBA.
This witten appeal must be made no later than 7 cal endar days after the

effective date of the BBA. This is the sole basis for appeal. Mnagenent
deci si ons regardi ng the budget, workload, organization, and mi ssion are
reserved to managenent and are not appeal able. |f an enpl oyee all eges that

the action resulted froman act of discrimnation, the action may only be
contested through the discrimnmnation conplaint procedure.

b. The Decision. A decision in favor of an enployee entails the
requi rement that the enpl oyee be "nade whole." This includes pay and
restoration to duty, including employnment rights and benefits, as applicable.
If, however, it is clear the same action woul d have been taken agai nst the
enpl oyee even if the regulatory or procedural error had not been made, then
there is no "made whol e" provision

Cc. Representation. An enployee may be acconpani ed, represented, and
advised by a representative of his or her own choosing, provided the person is
willing and free to do so. The enployee will designate his or her
representative in witing and provide the designation to the first stage
deciding official. The representative's service nust not result in a conflict
of interest as deternmined by the installation commander. All costs for the
representative will be borne by the enpl oyee.

d. Use of Official Time. The enployee and his or her designated
representative may use reasonabl e anmounts of official duty time to prepare and
present appeals, subject to supervisory determination as to when such tinme may
be used in light of priority needs of the NAFI

e. BBA Appeals Procedure. The appeals procedures for regular non-
probati onary enpl oyees and fl exible enployees with 3 or nore years of
continuous service imediately prior to announcerment of the BBA is as foll ows:
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(1) First Stage. The enployee and his or her representative will, not
later than 7 cal endar days after the effective date of the BBA, present a
witten appeal to the individual who signed the BBA action. The appea
request nust state the regulation, instruction or other pertinent source not
conplied with by managenent in conducting the BBA. Every effort will be made
to resolve the matter pronptly and fairly at this stage. A witten decision
will be provided to the enployee within 7 cal endar days of receipt of the
appeal. It will summarize the issue, the consideration given, and advise the
enpl oyee of the right to seek relief at the next stage within 7 cal endar days
fromthe date of receipt of the decision, if he or she is not satisfied.

(2) Second Stage. |If the enployee is dissatisfied, a witten appea
will be subnmitted to the activity comuandi ng officer via the person who signed
the first |level of appeal decision within 7 days of receipt of the step 1
deci sion. Upon receipt of the appeal, the commandi ng officer may designate a
disinterested third party to review the facts and make a recomendation to the
deciding official. A witten decision will be provided the enployee within 45
cal endar days of receipt of the appeal. The decision will sumarize the
i ssue, the consideration given, and advise regul ar enployees of: (l) the
right to request a review of the witten appeal record by a | evel above the
installation commander via the activity conmander's office; (2) how and where
to file the request; and (3) the tine limts for filing. There is no further
revi ew or appeal above this level for covered flexible enployees.

(3) Third Stage. This stage applies to regular non-probationary
enpl oyees only, who, if dissatisfied, nmay appeal to BUPERS (Pers-65) within 7
cal endar days after receipt of the step 2 decision. BUPERS (Pers-65) wll
make a decision at this stage based on the appropriate regul ations, policies
and witten records within 30 cal endar days of receipt of the appeal fromthe
activity commandi ng officer. There is no further review or appeal above this
| evel .

(4) In the event a BBA is taken agai nst an enpl oyee who works directly
for the commandi ng officer, the appeal levels will be: (1) the conmandi ng
officer; (2) the echelon Il command; and, (3) BUPERS (Pers-65).

(5) The enpl oyee has no right to a hearing during the BBA appea

process.
f. Record of Appeal. A conplete case file of the appeal will be
mai ntained with the BBA file. The file will contain as a m ni mum
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(1) Enpl oyee appeal

(2) Al managenent responses to the appeal
(3) Final disposition.

(4) Any other material deened rel evant.

12. Reenploynent Priority Lists

a. FEach personnel office servicing a NAFlI that separates regular non-
probati onary enpl oyees and fl exi bl e enpl oyees who have 3 years or nore in the

NAFI i mredi ately prior to the announcerment of the BBA, will establish a
Reenmpl oynment Priority List (RPL) to provide placenent assistance to those
separated by BBA. Such separated enpl oyees will have priority placenent

rights in the NAF activity from which separated and priority consideration
rights at other DOD NAF activities in the commuting area. They wll

i medi ately be placed on the RPL and remain on the RPL until reenpl oyed, but
not longer than 1 year fromthe date of separation or from1 year from

i nclusion on the RPL, whichever occurs first.

b. A person on the RPL will be offered enployment in a vacant position in
the NAF activity from which he or she was separated if:

(1) Managenent is filling a vacancy by other than detail, pronotion
denoti on and/or reassignment; and

(2) The position is in the same or |ower enploynent category as the
position from which separated; and

(3) The position is in the same or |ower grade or pay |level as the
position from which separated; and

(4) The position has substantially the sane duties as the position
from whi ch separ at ed.

c. A person on the RPL nmust also be offered priority consideration for
NAF jobs in other DOD NAF activities in the comuting area if:

(1) The NAF activity is filling the vacancy by other than detail
pronoti on, denotion, or reassignment; and

(2) The vacancy is in the same or |ower grade or pay |level as the
position from which the person on the RPL was separated; and
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(3) The vacancy is in the sane or | ower enploynent category as the
position from which the person on the RPL was separated; and

(4) The vacancy has substantially the same duties as the position
from whi ch the person on the RPL was separ at ed.

d. DOD NAF activities will exchange RPLs within the commuting area to
ef fect the above requirenents.

e. Registered enployees will be given the opportunity to provide an
updated SF-171 to be forwarded along with RPLs to DOD NAFI organizations in
t he commuti ng area.

f. An individual's nane is renoved fromthe RPL when he or she accepts an
of fer of a position in the same or higher enployment category as the position
from whi ch separated in any DOD NAF activity.

g. |If an offer at the sane grade, pay band, and rate of pay is declined,
the person will be renmoved fromthe RPL. Such declination action nust be
annotated on the activity's RPL. The next eligible person on the RPL will be

of fered the position.

h. Rehiring an individual on the RPL is a nonconpetitive recruitnent
action. Therefore, such individuals will be rehired before those who receive
preference in conpetitive recruitment actions, such as spousal preference.

13. Records. A BBA file nust be established whenever such action(s) are
taken. Such files, which will be maintained for 2 years fromthe effective
date of the action, will contain:

a. The witten general notification, if any, to enpl oyees announcing the
need for the BBA

b. A copy of the BBA register
c. A copy of letter or notice sent to each enpl oyee.

d. A copy of individual PAR or personnel actions that consummated the

e. A copy of the grievances w response(s).

f. Appeal file with required contents.
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g. An annotated and updated copy of RPL(s) established as a result of the
BBA.

14. M scell aneous

a. There is no requirenent to receive prior approval for a BBA from
BUPERS ( Per s-65) .

b. Neither reversion nor retreat rights are provided for in the BBA
process.
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FURLOUGH OF LIM TED NUMBER COF EMPLOYEES

6 August 1996

From daude Ginder, MAR Director, NAVSTA, San Di ego
To: M. Bobby Kay, CPO d ub

Subj :  BUSI NESS BASED ACTI ON - FURLOUGH

1. This letter is witten to informyou that you will be placed on a furlough status,
i.e., leave without pay, for a period of up to 180 days as of 6 Septenber 1996. This
change will be made effective on (xx date). This notification meets the m ni mum
7-day notice requirenent that regul ar enpl oyees nust receive before such actions are
t aken.

2. This action is necessitated by the fact that the nmajority of the mlitary assigned
to this installation have been sent overseas as part of Operation xxxxxxxx. This nove
has led to a drastic curtailnent in CPO O ub business, thereby, necessitating a
tenporary cut-back in our work force.

3. The followi ng information was used in deternining your status in this action.

Conpetitive Area - CPO C ub; Competitive Level - NA-7405-04, Bartender Regul ar Part-
tine; Performance Rating - Satisfactory, 12 June 1996; Service Conputation Date, 3 March
1986.

4. As a regular, non-probationary (or flexible enployee with at |east 3 consecutive
years of service)* enployee, you have a right to appeal this action. The appeal can
only be based on procedural grounds. Should you desire to appeal this action, your
request mnmust be subnmitted in witing to the undersigned not |ater than seven cal endar
days after the effective date of the action. Your appeal nust state the regul ation,
instruction or other pertinent source not conplied with by managenent in conducting the
BBA.

5. The retention register that contains the key data on all conpeting enpl oyees in your
conmpetitive level is available for your review in our local NAF Cvilian Personnel
Ofice. Please contact Ms. lda Hoe of that office if you would like to reviewthe
register, or if you would like to discuss the procedures followed in arriving at this
action. M. Hoe's phone nunber is 777-1111.

6. You will be contacted no later that 180 days fromthe date of receipt of this letter
concerning a "report back to work date."

('S GNED)
MAR Di rect or

* Insert appropriate status - only one, not both.

Figure D1
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FURLOUGH - ALL EMPLOYEES | N THE COVPETI Tl VE AREA

5 August 1996

From Tom Jones
To: Bl oody Mary, CPO C ub

Subj :  BUSI NESS BASED ACTI ON - FURLOUGH

1. This notice is witten to informyou that you will be placed in a furlough status,
i.e., leave without pay, for a period of up to 180 days as of 5 Septenber 1996. This
notice nmeets the 7-day m ninum notice requirement that regul ar enpl oyees nust receive
before such actions are taken

2. This action is necessitated by the fact that the CPO Club is being closed for up to
6 months for major renovation. |If the renovations are conpleted prior to the
6-month time frame, we will notify you and provide you with a return enpl oynent date.

3. Normally, we would provide you with information concerning your conpetitive standi ng
with other competing enpl oyees; however, since all CPO Cub enpl oyees are being
furl oughed there is no need to provide such data.

4. As a regular, non-probationary (or flexible enployee with at |east 3 consecutive
years of service)* enployee, you have a right to appeal this action. The appeal can
only be based on procedural grounds. Should you desire to appeal this action, your
request mnmust be submitted in witing to the undersigned not |ater than 7 cal endar days
after the effective date of the action. Your appeal nust state the regul ation,
instruction, or other pertinent source not conplied with by managenent in conducting the
BBA.

5. Questions pertaining to this action should be addressed to Ms. |da Hoe of our NAF
Cvilian Personnel Ofice. Her phone nunber is 587-1243.

6. You will be contacted no later than 180 days fromthe date of receipt of this letter
concerning a "report back to work date."

TOM JONES
MAR Di rect or

* Insert appropriate status - only one, not both.
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SAMPLE LETTER
CHANGE | N EMPLOYMENT CATEGORY

5 August 1996

From J. B. Jones, MAR Director, NAS, Fallon
To: John Doe, CPO d ub

Subj BUSI NESS BASED ACTI ON, CHANGE | N EMPLOYMENT CATEGORY
Encl: (1) Benefit Entitlenment Package*

1. This letter is witten to notify you that your enploynent category will be changed
fromregular full-time to a "flexible" work schedule. This change will be made
effective on (xx date), which is beyond the 7-day required mnimmnotification for such
busi ness based actions. Enclosure (1) explains enployee benefits during the BBA
process.

2. This change in your enploynment category was necessitated by an acute drop in CPO
cl ub business and rel ated budgets.

3. The followi ng information was used in deternmining you status relative to this
action:

Conpetitive Area - CPO O ub; Conpetitive Level - Bartender-NA-7405-4-Ful |l - Ti ne;
Performance Rating - Satisfactory - 15 Jun 1996; and Service Conputation Date - 12 June
1986

4. The retention register, which contains data on all conpeting enpl oyees in your
conpetitive level, is available for your review Please contact Ms. Jane Junp, 231-1234
if you wish to review the register.

5. Since this action will cause you to | ose base pay and benefits, you may elect to
resign in lieu of your change in enploynent category. |f you decide to take this
option, you will be allowed to receive severance pay, if otherwise eligible. |If this is
your choice, you must notify Ms. Junp within 7 cal endar days of receipt of this letter.
Failure to respond to this option within that tine frame will lead to the change in

enpl oynent category with the stated effective date of 26 August 1996. Your new
supervisor, M. David Darling, will contact you prior to the effective date of your

enpl oynent category change to provide you with your new work schedul e.

6. As a regular, non-probationary (or flexible enployee with at |east 3 consecutive

years of service)** enployee, you have a right to appeal this action. The appeal can
only be based on procedural grounds. Should you desire to appeal this
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Subj BUSI NESS BASED ACTI ON, CHANGE | N EMPLOYMENT CATEGORY
action, your request must be subnmitted in witing to the undersigned not later than 7
cal endar days after the effective date of the action. Your appeal nust state the

regul ation, instruction, or other pertinent source not conplied with by managenent in
conducting the BBA.

J. B. JONES

MAR Di rect or

* Previously distributed to NAF activities. Contact BUPERS (Pers-653) if additional
copi es are required.

** |nsert appropriate status - only one, not both.
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BUSI NESS BASED ACTI ON - SEPARATI ON

5 August 1996

From M. d aude Hopper, MAR Director, NAS, North Island
To: Ms. Polly Ester, CPO dub

Subj :  BUSI NESS BASED ACTI ON - SEPARATI ON

1. This notice has been witten to informyou that you will be separated from

enpl oynment with the CPO Cub at NAS, North Island as of close of business on 5 Septenber
1996. This notice nore than neets the mnimum 30 cal endar day notification that a

regul ar NAF enpl oyee must receive before such action can be taken.

2. This action is necessitated by the fact that we have experienced a steady and severe
decline in business in the CPO O ub necessitating a need to cut back in personnel.

3. The followi ng information was used in deternining your status in this action:

Conpetitive Area, CPO Club; Conpetitive Level, NF-0318-02, Secretary Regular Full-
tine; Performance Rating, Satisfactory, 15 August 1995; Service Conputation date, 3
February 1986.

4. As a regular, non-probationary (or flexible enployee with at |east 3 consecutive
years of service)* enployee, you have a right to appeal this action. The appeal can
only be based on procedural grounds. Should you desire to appeal this action, your
request must be subnmitted in witing to the undersigned not |ater than seven cal endar
days after the effective date of the action. Your appeal nust state the regul ation,
instruction or other pertinent source not conplied with by managenent in conducting the
BBA.

5. The retention register that contains the key data on all conpeting enpl oyees in your
conmpetitive level is available for your review in our local NAF Cvilian Personnel
Ofice. Please contact Ms. lda Hoe of that office if you would like to reviewthe
register, or if you would like to discuss the procedures followed in arriving at this
action. M. Hoe's phone nunber is 784-1324.

CLAUDE HOPPER
MAR Di rect or

* Insert appropriate status - only one, not both.
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EXAMPLE NOTI CE

1 February 1993

From M. daude B. Jones, MAR Director, NSA, North Island
To: Al'l enpl oyees of the Oficers dub

Subj ect: PRQIECTED BUSI NESS BASED ACTI ON

1. This is to notify enployees of the Oficers dub that managenent intends to
elimnate two full-time Bartender NA-7405-04 positions. This BBA action has been
necessitated due to declining revenues.

2. Individual BBA notices required to take the necessary action should be issued within
2 weeks of the date of this notice.

3. Questions pertaining to this matter should be directed to Wnnie Wnner, your
servi cing personnel specialist. Her phone nunber is 729-5327.

CLAUDE B. JONES
MAR Di rect or

Figure D-5



BUPERSI NST 5300. 10
3 Dec 97

EXAMPLE

COVPETI TI VE AREA - THE TOTAL MAR ACTIVITY

M. Chick A. Dee, MAR Director at NAS Qut back, has determ ned that his total
activity will be one conpetitive area for BBA purposes. One of his three cl ubs nust
cl ose down for 6 months. (Let's call the club that is tenmporarily closing, dub A and
the other two clubs, B and C.) Since the total MAR activity is one conpetitive area,
all enpl oyees could be inpacted by the BBA; that is, all enployees in the activity nust
conpete in determning who is to be furloughed. 1In such case it is highly likely that
sone, if not many, of Club A people will not be furloughed. Instead, Club B, and C
enpl oyees could be "hit." This neans that Club "A" enpl oyees m ght be reassigned to
Clubs B & C due to B & C dub enpl oyees being furl oughed because they were "l ow on the
totempole.” Now, had Chick A Dee made each club a separate conpetitive area, inpact
of any and all BBA's in any one club would be restricted to that club (conpetitive area)
only. That is, in Chick A. Dee's case, had he set up his three clubs as three separate
conpetitive areas, he would have nerely furl oughed enpl oyees of Club A without
di sruption to Clubs B & C.

Summary: Declaring conpetitive areas is a key nanagement decision. By
definition, it limts the inpact of business based actions only to those positions and
enpl oyees in the defined area. While managenent may change its deci sions on conpeting
area determ nations, all stated conpetitive areas nmust be at |east 90 days "ol d" (that
is 90 days from publication and enpl oyee notification of the change) before the new
conpetitive area can be used in a BBA
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COWPETI Tl VE LEVEL

Secretary - Full tinme - NF-0318-02

Performance Category - Gold - (9 & 10 Points)

2 Feb 93

Nane Dat e of Perfornmance SCD
Bobby Socks 1 May 91 & 1 Jun 92 12 Apr 78
Bea True 3 Apr 91 & 30 May 92 1 Mar 88
Performance Category - Silver - (7 & 8 Points)
Ri ck Shaw 13 Jun 91 & 30 Jun 92 1 Mar 75
Hans Down 19 Jan 91 & 1 Dec 92 1 Apr 80
Curt N Rod 28 Jan 91 & 1 Dec 92 15 Dec 82
Perf ormance Category - Bronze - (3 - 6 Points)
| da Hoe 17 Jun 91 & 1 Jul 92 28 Cct 76
Terry Yaki 1 May 91 & 1 Jul 92(P) 15 Mar 82

Non- Conpeti ng Enpl oyees

None

In using the above BBA register, elimnate or take BBAs fromthe bottomup. As can be
seen, nanes are placed in the conpetitive |evel group earned/perfornmance category and
pl aced within each category in order of SCD with the person with nost credit at the top
of his/her assigned group. Were no enployees are found in an assigned group, the word
"none" woul d be annotated under that group. Al so note that the date of the two ratings
are provided. Were a presunptive rating has been given, the letter "P" nust be shown.
(See Terry Yaki under Bronze category, above.)
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ADM NI STRATI VE CGRI EVANCE PROCESS

1. Glievance Procedure

a. |In pursuing a grievance, an enployee nust initiate such action within
7 days of the incident that is being grieved. Gievances filed beyond this
time frame are considered as untinmely and may be rejected by nanagenent.
Normal |y, a grievance is first directed to the programdirector for
resol ution; and, when this fails to provide the sought renedy, the enployee is
af forded the opportunity to grieve to the activity's commandi ng officer. In
i nstances where the program director has already decided the action being
grieved, e.g., BBAs and suspensions of 30 days or less, the enployee will file
his or her grievance to the activity's commandi ng officer via the program
director. Barring the precedi ng exception, enployees will pursue grievances
t hrough the foll ow ng steps:

(1) Step 1. Since managenent of the NAFI organization nust be given
an opportunity to resolve an enployee's grievance before that sane grievance
is presented to the activity's commandi ng officer for final resolution, al
grievances nmust first be presented directly to the activity's program
director. Such presentation may be nmade orally or in witing. |In all cases,
however, managenent's response, which rmust be provided within 7 days of
recei pt of the grievance, will be in witing irrespective of how the grievance
was presented, i.e., orally or in witing. The programdirector's response
will address all issues being grieved. It will also provide direction and
time frames to the enployee on presenting the grievance to the commandi ng
officer in the event the programdirector's decision did not resolve the
grievance to the satisfaction of the enployee. Figure E-1 provides a sanple
letter froma programdirector

(2) Step 2. Wthin 7 days of receiving the decision fromthe program
director, or in the event such response was not received within that time-
frame, the enployee may continue the attenpt to resolve the grievance by
filing a witten grievance to the activity's comandi ng officer via the
program director.

b. Witten grievances, be they presented at Step 1 or Step 2, nust
cont ai n:

(1) A detailed and cl ear description of the grievance.
(2) Previous attenpts or steps taken to resolve the issue.

(3) The relief sought for the enpl oyee.
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c. |If Step 2 is used by the grievant, the programdirector will provide
the commanding of ficer with all information on hand concerning the grievance.

The commandi ng of ficer may use any neans to gather relevant information in
order to arrive at the facts of the case, e.g., appointnment of a fact finder
or a review of the case as presented. Based on his or her review of the

i ssue, the conmandi ng officer issues a witten response of findings and
decision to the enployee. The commanding officer's decision is the final Navy
deci si on. Commandi ng officers should provide the grievant with a witten
decision within 30 days of receipt of the grievance. Figure E-2 is a sanple
response fromthe commandi ng officer

2. Formal Hearing Right. Enployees do not have a right to a formal hearing
under this process, (i.e., a hearing presided over by a hearing officer during
whi ch witnesses/affidavits may be used and a conprehensive transcript of
proceedi ngs recorded).

3. Filing Gievances under Special Circunstances. |n situations where

enpl oyees who work directly for or report to the commandi ng of fi cer have the
need to file a grievance, or when the commandi ng officer has already nmade a
deci sion on the issue being grieved, such grievances will first be presented
to the conmanding officer as in Step 1 above. |If the issue is not resolved at
that level, the enployee may file the grievance to BUPERS (Pers-653),

foll owi ng proceedings outlined in Step 2, above.

4. Standard of Proof. The standard of proof in deciding grievances will be
"substantial evidence" which is defined as such rel evant evidence as a
reasonabl e m nd m ght accept as adequate to support a given concl usion.

5. Publication Requirenents. Mnagenent nust provide w de di ssenination of
this policy. As a mnimum a copy of the administrative grievance procedure
will be placed on all activity bulletin boards.
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MAR DI RECTOR S RESPONSE TO EMPLOYEE' S GRI EVANCE

From Bud Weisser, MAR Director, NAS, New Ol eans
To: Ms. Bo Peep, Personnel Departnent

Subj: RESPONSE TO GRI EVANCE
Ref : (a) Your witten grievance of (date)
1. This letter is witten in response to reference (a) in which you addressed

your grievance concerning the |ack of adequate heating in your work area, and
requested that | take steps to provide a nore habitable work environment.

2. | recently visited your work area and found that, it is, indeed, a cold
place to work in that a door opens directly into your work area all owi ng wi nd
and cold to enter directly into the building. | have been told by the Public

Wor ks Departnment that the situation can be renedied by the placenment of a
storm door; unfortunately, however, the state of the MAR departnment's budget
is such that | cannot afford such corrective action. Instead, | will provide
"spot" office heaters, and plan to have such in place within a 2 week peri od.

3. If you feel that | have not properly resolved your grievance, you may
grieve ny decision to the conmanding officer, via nmy office, no later than 7
cal endar days fromthe date of receipt of this letter. Your grievance nust be
in witing and contain a clear description of your grievance along with a
summary of previous attenpts to resolve your grievance, and the specific
relief you are seeking.

BUD WEI SSER
MAR Direct or

Figure E-1
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RESPONSE FROM COVIVANDI NG OFFI CER TO GRI EVANCE OF
MAR DI RECTOR S DECI SI ON

From Commandi ng O ficer, NAS, Sonewhere
To: Ms. Bo Peep, Personnel Departnent

Subj: RESPONSE TO GRI EVANCE
Ref : (a) Your Witten Gievance of (date)

1. In reference (a), you pursued your grievance that you feel was
unsuccessfully resolved by this activity's MAR Director

2. | have had your conplaint investigated which included a visit by an
assigned investigator to your work area. As a result of such investigation, |
found that your grievance is nore than reasonable and represents an issue that

will be resolved. | have directed i medi ate action for the placenent of a
storm door in your work area. Until the stormdoor is put in place, enployees
assigned to your current work area will be tenporarily noved to other, nore

habi t abl e, work sites.

3. M decision on this matter represents the Navy's final decision on your
gri evance.

JOHN DCE
Conmandi ng Officer

Figure E-2
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DOD EMPLOYEE BENEFI T PORTABI LI TY PROGRAM

WHEN AN EMPLOYEE MOVES BETWEEN NONAPPROPRI ATED FUND AND CI VI L SERVI CE
EMPLOYMENT SYSTEMS W THI N DOD

1. Applicability. This appendix is applicable to NAF and civil service
per sonnel

2. Coverage and Effective Date. The DOD Enpl oyee Benefit Portability Program
applies to DOD civilian enpl oyees who nove between NAF and civil service

enpl oyment systens within DOD without a break in service of nore than

3 cal endar days (except as regards retirenent portability which allows a break
in service not to exceed 1 year). The program applies regardl ess of whether
the nove is "involuntary" (enployee is noved with position fromone systemto
the other) or "voluntary" (enployee initiates the nove by applying for and
recei ving enploynment in the other systen). However, many provisions are
applied differently dependi ng on whether the nove is involuntary or voluntary.
The programis effective retroactively to 1 January 1987. DOD enpl oyees (not

i ndi viduals no longer in an enpl oyee status) who have noved on or after that
date will have their benefits adjusted as though the programwere in existence
on the date of their nove.

3. Appointnents

a. lnvoluntary Mive. A NAF enpl oyee nay be eligible for conversion to
career or career-conditional enployment if the enployee was serving in a NAF
position on the date that the position was brought into the conpetitive
service and the agency determnes that this is a "continuing" position.

Personnel actions will be processed in accordance with appropriate GS rules.
A civil service enpl oyee whose position is abolished and reestablished as a
NAF position will be afforded reduction-in-force rights in accordance with the

Code of Federal Regul ations. Those enpl oyees who nove with their job to NAF
status will be appointed w thout conpetition for the NAF job

b. Voluntary Mve. Regardless of the direction of the nove, the nornmal
appoi nt nent procedures of the gaining enpl oyment system apply.

4. Pay Provisions for Moves from NAF to Civil Service Positions

a. General Applicability

Rate of Basic Pay. The "Portability of Benefits for NAF Enpl oyees Act
of 1990" anmended Section 5334 of Title 5, USC, to include pay setting
provi sions for NAF enpl oyees noving to General Schedul e positions. The pay
provisions of P.L. 92-392, as regulated by OPM continue to apply to Civi
Service Wage Grade positions. Sections 4b(1), 4b(2) and 4b(3) bel ow descri be
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how to set pay for enployees, based upon the category of position the enpl oyee
left, and the category of position to which the enpl oyee noves.

b. Setting Basic Pay Upon Movenent from any NAF Position to a Genera
Schedul e Position

(1) Lnvoluntary Move

(a) Pay will be set at a rate within the grade to which noved that
is not |less than the enpl oyee's rate of basic pay under the NAF system
i Mmediately prior to the nove. |In determning the last rate of basic pay, a

saved pay rate to which the enployee was entitled under the NAF system wil |
apply, as well as pay received in a NAF special rate position. Additions to
pay such as night shift, environmental differential, and other premnium
paynments are excluded from considerati on as basic pay. Basic pay may not be
set above the maxi mum of the grade to which noved, except as provided in (b)
bel ow

(b) Grade and pay retention benefits apply where the involuntary
nove resulted in a reduction in grade or pay. Grade and pay retention
benefits will be administered in accordance with appropriate GS regul ations.

(c) Prior to noving an enpl oyee from NAF Pay band, Level 5, to a
General Schedul e position, the NAF activity will determine if an adjustment in
NAF pay is necessary. Adjustnments in NAF pay will be effected, where
necessary, to ensure that the maxinumrate of pay retained in the nove will
not exceed the rate of pay for a GS-15, step 10 for the position and
geogr aphi cal area to which noved.

(2) Voluntary Mowve. Basic pay nay be fixed at either

(a) The mnimumrate of the appropriate grade.

(b) At any step of that grade which does not exceed the enpl oyee's
hi ghest previous rate of NAF basic pay. Determ nation of highest previous
rate will be in accordance with the appropriate GS regul ati ons.

c. Setting Basic Pay upon Mbvenent froma NA, NL., or NS NAF Crafts and
Trades Position to a Civil Service Wage Schedul e Position

(1) Lnvoluntary Move

(a) Subject to applicable promotion regulations, pay may be set at
ei ther the enployee's existing schedul ed rate of pay, or any rate which does
not exceed his or her highest previous rate of pay. |f the highest previous
rate falls between two rates of the new grade, the higher rate may be paid.
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The hi ghest previous rate of pay will be conputed in accordance wth
appropriate GS regul ati ons.

(b) Grade and pay retention benefits apply where the involuntary
nove resulted in a reduction in grade or pay. Grade and pay retention
benefits will be administered in accordance with appropriate GS regul ations.

(2) Voluntary Moves. Subject to applicable pronotion regul ations,
basi ¢ pay may be set at either:

(a) The minimum step rate of grade.

(b) At any rate of the new grade whi ch does not exceed the

enpl oyee' s highest previous rate of pay. |f the enployee's highest previous
rate falls between two rates of his or her grade, the higher rate may be paid.
The hi ghest previous rate of pay will be conputed in accordance wth

applicabl e GS regul ati ons.

d. Setting Basic Pay Upon Mvenent from a Universal Annual (UA),
Admi ni strative Support (AS), Patron Service (PS), or Pay band NAF Position to
a Civil Service Wage Schedule Position

(1) Lnvoluntary Move

(a) Basic pay will be set at the minimumrate of the appropriate
grade, except as provided by exceptions for recognition of specia
qualifications and hard-to-fill occupations.

(b) Grade and pay retention benefits apply where the involuntary
nove resulted in a reduction in grade or pay.

(2) Voluntary Move. Basic pay will be set in accordance with GS
regul ati ons for new appointments. Under these provisions, pay is set at the
m nimumrate of the appropriate grade, except as provided by exceptions for
recogni tion of special qualifications and hard-to-fill occupations.

5. Pay Provisions for Moves fromCivil Service to NAF Positions

a. General Applicability

(1) Rate of Basic Pay. The DOD NAF US, AS, PS, and pay band pay
setting provisions bel ow have been adjusted to parallel the pay setting
provi sions provided by the "Portability of Benefits for Nonappropriated Fund
Enpl oyees Act of 1990" for novenents to the General Schedul e. NAF (C&T)
positions are covered by the pay provisions of P.L. 92-392, as regul ated by
OPM  Sections b. and c. bel ow describe how to set pay for enpl oyees based
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upon the category of position the enployee left and the category of position
to which the enpl oyee noves.

(2) Gade and Pay Retention. There are no NAF provisions for grade
retention for NF, AS, PS, or pay band enployees. A civil service enployee
involuntarily nmoved to a NF, AS, PS or pay band enpl oyee shall be eligible for
pay retention. Enployees noving fromany position in the civil service to a
NAF Crafts and Trades position are covered by the grade and pay retention
provi sions in Sub-chapter VI of chapter 53 of Title 5, USC, and inplenmenting
regul ati ons.

6. Crediting of Service in Waiting Periods for Wthin-grade Step |ncreases
(I nvoluntary and Vol untary Moves)

a. NAF to Civil Service General Schedul e Moves

(1) NAF service will be credited toward the period of service required
for step increases in the General Schedul e.

(2) OPMregulations will apply in determ ning whether an enpl oyee
previously in a NAF pay band position has received an equival ent increase for
wi t hi n-grade increase determ nations.

b. NAF to Civil Service Wage Schedul e Moves

(1) NAF NA, NL, and NS service will be credited toward the period of
service required for step increases.

(2) NAF service in UA, AS, PS, or pay band positions are not
creditable.

c. Civil Service to NAF Moves. Civil service enployment will be credited
in the same manner as NAF service.

7. Crediting of Service Toward Tine-in-G ade Requirenents for Pronotion
(I nvoluntary and Vol untary Moves)

a. NAF to Civil Service Moves. NAF service will be credited in the
General Schedul e in accordance with appropriate GS regul ations.

b. Civil Service to NAF Mves. Civil service enploynment will be credited
in the same manner as is NAF service.

8. Crediting of Tine-in-Service in Conputing Severance Pay (lnvoluntary and
Vol untary Mbves)
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a. NAF to Civil Service Mive. The authority to credit NAF service when
conputing civil service severance pay is authorized.

b. Civil Service to NAF Move. Civil service enploynent nay be credited
in the conmputation of NAF severance pay.

9. Retirenent

a. General Applicability. Al retirement portability provisions are
applied exactly the same regardl ess of whether the nove is involuntary or
voluntary. Also, except for the areas of enployer and enpl oyee contributions
addressed below, all provisions are applied exactly the sanme regardl ess of the
direction of the nove, NAF to Civil Service or Civil Service to NAF

b. Enployee Election of Retirenment Pl an

(1) Ceneral. |If the enployee is vested (for FERS and CSRS, 5 years of
creditable service is considered vested) in the plan of the | osing enpl oynent
systemat the time of the nove, the enployee may elect to retain active
menbership in that plan. O the enployee may enter the plan of the gaining
enpl oyment system wi t hout transfer of losing plan service credit. Once an
enpl oyee is given an opportunity to retain nenmbership in either FERS or CSRS

he or she will never again be given an opportunity to retain menbership in
that same plan. Once an enployee is given an opportunity to retain coverage
in a NAF plan, he or she will never again be given an opportunity to retain

menbership i n any NAF pl an

(a) Election to Retain Coverage in Plan of lLosing Enpl oyment
System An enployee's decision to retain active menbership in the plan of the
| osi ng enpl oynent systemis irrevocable. Therefore, regardl ess of future
noves between NAF and civil service enploynent, in or out of DOD, breaks in
service, and retirenent status, the enployee's retirenent coverage woul d
remain with the plan in which the enpl oyee elected to retain nmenbership

(b) Enployee does not Elect to Retain Coverage in Plan of Losing
Enpl oynent System In this case, the enployee nay enter the plan of the
gai ni ng enpl oyment system wi t hout transfer of |osing plan service credit.
Therefore, the Service Conputation Date (SCD) used by the gai ni ng enpl oynent
system for retirenent purposes is the date the enpl oyee enters the plan of the
gai ni ng enpl oyment system (unl ess the enpl oyee already has service credit in
that plan). For example, if a NAF enpl oyee noves to civil service status and
enters FERS, the enployee will receive no service credit in FERS for tinme
spent in the NAF plan. Tinme spent in the NAF plan will not count for FERS
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annuity conputation or retirement eligibility. The enployee may not
"purchase" such service credit by paying noney into the FERS plan to cover the
NAF service.

(c) Standard Election Form OPM has issued three standard
el ection forns; one covering CSRS to NAF, one covering FERS to NAF; and one
covering NAF to either CSRS or FERS. These forms will be provided to NAFls by
BUPERS (Pers-653). The pertinent formis to be conpleted and placed in the
OPF when an enpl oyee elects to retain nenbership in a NAF retirenent plan
Personnel offices will use the appropriate election formand explain its
purpose to the enployee. The gaining enpl oynent system personnel office nust
fill in Part 1 of the appropriate election form This requires assistance and
cooperation fromthe | osing enpl oyment system which nust provide tinely
information. | n accordance with OPMrequirenents, the foll owi ng procedures
for conpleting and filing enployee election fornms will be foll owed:

1. The personnel office conpletes Part 1 of the form and makes
a copy of the form

2. The personnel office gives both copies of the formto the
enpl oyee and has the enployee imedi ately read and sign Part 2 of one copy of
the form The personnel office collects and retains the copy of the formthat
t he enpl oyee signed (both Parts 1 and 2 conpleted). The enployee keeps the

other copy with only Part 1 conpleted.

3. The personnel office files the signed copy on the left side

of the OPF (or in sone other tenporary file) until the enpl oyee makes an
election, or the time linmit for making an el ecti on expires.

4. \When the enpl oyee nakes an el ection by signing the box in
Part 3 of the formand returns it to the personnel office, the personne
of fice marks the date of receipt on the formand nmakes a copy of the form
(with Parts 1 and 3 conpleted). The personnel office gives the enpl oyee the
copy of the formthat does not have the original signature in Part 3, files
the formwith the original signature in Part 3 on the right side of the OPF
and destroys the copy of the formwith Part 2 conpleted.

5. If the time linmt expires without the enpl oyee returning
election formwith Part 3 conpleted, the personnel office takes the formwth
Part 2 conpl eted, nakes a notation that the enployee did not file a formwith
Part 3 conpleted, and files the formon the right side of the OPF.

(d) Time Limt for Making Election. The time limt for nmaking the
election is 30 days after the effective date of the nove. The enpl oyee nust
return the standard election formto the personnel office by the appropriate
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deadl i ne, or the enployee has in effect elected to enter the plan of the
gai ni ng enpl oyment system wi t hout transfer of |osing plan service credit.

(e) Waiver of Tinme Linmit for Making Election. BUPERS (Pers-653)
is authorized to grant an exception to the deadline for enployees who exercise
due diligence, but are prevented by circunstances beyond their control from
making a timely election. There is no appeal to the OSD level. In accordance
with OPMretirement regul ati ons, the agency decision to grant or to deny a
wai ver of time limt is final and not appealable to OPM and the procedures
for waiving the tinme limt nust not allow review under any enpl oyee grievance
procedures, including those established by Chapter 71 of Title 5, USC, and
part 771 of Title 5, CFR

(f) Effective Date of Election. The election will be retroactive
to the date of the nove.

c. Enployee Contribution to Plan when the Enployee Elects to Retain
Menbership in the Plan of the Losing Enploynent System The enpl oyee

contribution to the defined benefits plan will be determined in the sane
manner as it is deternmined for the other enployees in the plan. The gaining
enployer will renmit the enployee's contribution to the plan, including FERS

Thrift Savings Plan contributions, where applicable.

d. Enployer Contribution to Plan Wien its Enpl oyee has Retai ned
Menbership in the Plan of the Losing Enpl oynent System

(1) NAF Enpl oyer Contribution to Defined Benefit Part of FERS. The
contribution will be the "normal cost percentage" of basic pay determ ned by
OPM under Title 5, USC, 8423. Also, social security payments are made for
enpl oyees in FERS

(2) NAF Enployer Contribution to FERS Thrift Savings Plan. The

contribution will be a mnimumof 1 percent of basic pay regardl ess of whether
t he enpl oyee contributes; and additionally, if the enpl oyee does contribute,
the enployer will match the enployee's contribution dollar for dollar for the

first 3 percent of pay contributed and $.50 on the dollar for the next

2 percent of pay contributed. (Note: While a CSRS participant may contribute
up to 5 percent of basic pay to the FERS Thrift Savings Plan, no enpl oyer

mat ching contribution is permtted.)

(3) NAF Enpl oyer Contribution to CSRS. The enployer contribution for
t he NAF enpl oyee in the CSRS will be calculated in exactly the same way as the
agency contribution for a civil service enployee in CSRS. Also, socia
security paynments are not made for enployees in CSRS, but are nmade for
enpl oyees in CSRS O f set.
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(4) Civil Service Enployer Contribution to the Respective NAF
Retirement Plan. The actual contribution for the civil service enployee in
the NAF plan will be calculated in exactly the same way as the actua
contribution for a NAF enpl oyee in the NAF plan.

10. Annual ., Sick and Home Leave

a. General Applicability. Al provisions are applied exactly the sane
regardl ess of whether the nove is involuntary or voluntary, and regardl ess of
the direction of the nove, NAF to civil service or civil service to NAF

b. Transfer of Leave Balance. All leave will transfer without a limt.
The enpl oyee will be credited with the full ambunt of |eave, even in those
cases where the enpl oyee nmay receive a higher rate of pay fromthe gaining
enpl oyment system The enpl oyee nay not "cash-in" any portion of the |eave
bal ance and be paid for accunul ated hours. Leave will be adninistered in
accordance with the rules of the gaining system

c. Transfer of Funds. There will be no transfer of funds.

d. Annual lLeave Accrual Rate. Service in the |osing enploynment system
will be credited in deternmining the appropriate | eave accrual rate.

11. Health and Life |nsurance

a. NAF to Civil Service (Involuntary and Vol untary Moves)

(1) Enpl oyee Coverage. Enployees may not elect to remain in NAF
health or life insurance plans. Enployees may enroll in the Federal Enpl oyees
Heal th Benefits (FEHB) program and/or the Federal Enpl oyees Group Life
I nsurance (FEGLI) Programin accordance with appropriate GS regul ations. The
enpl oyee's NAF health benefits coverage will be extended w thout charge to the
enpl oyee for 31 days or until the enpl oyee beconmes covered by FEHB, whichever
comes first.

(2) Retiree Coverage. Participation in the FEHB after retirement does
not depend on retirement from FERS or CSRS if the enployee retires froma NAF
pl an because the portability |law includes the NAF retirement plans as
"qualifying plans.”

b. Cvil Service to NAF Mve

(1) Enpl oyee Coverage
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(a) lnvoluntary Myve. Enployees may not elect to retain
menbership in the FEHB or FEG.l Prograns. Enployees who are participating in
t he FEHB Program and/or the FEG.I Program at the tine of the nove would
automatically qualify for participation (including famly coverage) in the
respective NAF health and/or life insurance programregardl ess of preexisting
medi cal conditions and the NAF enpl oyment category to which the enpl oyee has
been involuntarily nmoved. Normal NAF coverage rules would apply if they were
not participating in the FEHB Program and/or the FEG.| Programat the tine of
t he nove.

(b) Voluntary Move. Enployees nay not elect to retain nenbership
in the FEHB Program and/or the FEG.l Program Normal NAF coverage rul es woul d

apply. If normal rules are applied, then enpl oyees should be advi sed before
actual enpl oyment whether or not they will be eligible for health and life
i nsurance benefits. This is inmportant since it is likely that many enpl oyees
wi Il have the m sconception that if they have civil service benefits, then

under the idea of portability, they can voluntarily nove to NAF and
automatically qualify for NAF benefits coverage.

(2) Retiree Coverage

(a) lnvoluntary Mwve. |If the enployee qualified for health and/or
life insurance coverage under 11.b.(1)(a) above, then the enployee, regardless
of whether retirenent is froma civil service or NAF plan, would qualify for
NAF health and/or life insurance coverage in retirement if he or she neets the
following two conditions: First, the enployee nmust retire under an i nmedi ate
annuity. Second, the enployee must have been continuously enrolled under the

NAF group insurance plan since the enployee's first opportunity to enroll, or
any other normal qualifying dates under the NAF plan, whichever is the
shortest period. These are the only conditions that will be applied.

(b) Voluntary Mve. |f the enployee qualified for health and/or
life insurance coverage under 11.b.(1)(b) above, then the enpl oyee would
qualify for NAF health and/or life insurance coverage after retirement in
accordance with the normal rules of the NAF enployer with the foll ow ng
exception: Continuous tine spent in the FEHB Program and/or the FEG.I Program
i medi ately before the nove would be credited toward satisfying the respective
NAF qual i fyi ng peri ods.

12. Reduction-in-Force (Involuntary and Vol untary Moves)

a. NAF to Civil Service Move. NAF enploynment will be credited in
addition to civil service enployment in determining civil service retention
regi sters. Regarding the use of perfornmance ratings in determning retention
rights, the follow ng gui dance from OPM applies:

F-9



BUPERSI NST 5300. 10
3 Dec 97

"Under paragraph 5 CFR 430.204(k) of OPM s performance managenent
regul ati ons, NAF enpl oyees who are converted to appropriated fund
positions . . . are entitled to RIF credit for their NAF performance
ratings for the purpose of determning their retention rights."

b. Civil Service to NAF Move. Civil service enploynent will be credited
in addition to NAF enployment in determning retention where NAF enpl oynment is
credited for these purposes under normal NAF rules. \Where performance
apprai sals are used in the Conponent's NAF RIF system civil service enployees
who are converted to NAF positions are entitled to RIF credits for their civi
servi ce perfornmance ratings.

13. Probation Status (lnvoluntary and Vol untary Myves)

a. In the follow ng provisions, reference is nade to the term "sane
agency" and "sanme line of work." The sane agency is considered to be the
same military agency. Positions are considered to be in the same |line of work
when the duties performed are sinilar in nature and character and require
substantially the same or sinmilar qualifications.

(1) NAF to Civil Service Mves. All NAF service inmmedi ately precedi ng
the nove in the same agency, and sane |line of work as the position to which
the nove is made, will be credited in determ ning probation status.

(2) Civil Service to NAF Move. Were the Head of the Conponent has
established a probation system all APF service in the same agency, and sane
line of work i mediately preceding the nove, will be credited in determ ning
probati on status.

14. Tenure

a. NAF to Civil Service

(1) lnvoluntary Mwve. All continuous nontenporary NAF service
i medi ately preceding the nove will be credited in determnining career tenure.

(2) Voluntary Move. No credit for NAF service will be granted.

b. Cvil Service to NAF Mve

(1) lnvoluntary Mive. Where the Head of the Conponent has established
a qualifying period for "Regular" status, all continuous nontenporary APF
service inmedi ately preceding the nmove will be credited to satisfy the
qual i fying period requirenent.
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(2) Voluntary Mwve. Credit for civil service enploynent is not
required.
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DI SPOSI TI1 ON SCHEDULE OF RECORDS
PERSONNEL RECORDS

| TEM # DESCRI PTI ON OF RECORDS AUTHORI ZED DI SPCSI T1 ON

NAF Oficial Personnel Folders. "Permanent"
enpl oyee records. (See Item 8 for disposa
of "temporary" records.)

a. NAFI enployees transferred to anot her VWhen an enployee is transferred, his/her folder wll
Nonappropriated Fund Instrumentality. be sent directly to the gaining activity.

b. Separated NAF enpl oyees: Transfer folder to National Personnel Records Center
Fol ders of all U S. citizens wherever St. Louis, MO, 1 year after separation. NPRC will
enpl oyed, and of all non U S. citizens destroy 75 years after birth date of enployee or 60
within the United States and its years after the date of the earliest document in the
possessi ons, except for those enpl oyed folder if the date of birth cannot be ascertained

| ess than 1 year and except for active provi ded the enpl oyee has been separated for at |east
duty U.S. Mlitary personnel who work five years. |If reenployed during authorized
part-tinme as NAFlI enpl oyees for 1 retention period, forward fol der to gaining

year or nore. personnel activity upon request.

Fol ders of tenporary enpl oyees and Destroy 1 year after term nation of enploynent.

fl exible enpl oyees enpl oyed | ess than

1 year.

Fol ders of active duty U S. nmilitary Destroy 3 years after term nation of enploynent.

personnel who work part-tinme as NAF
enpl oyees for 1 year or nore.
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2. Service Record Cards. Destroy 3 years after term nation of enploynent.
3. Personnel Correspondence and Subject Files.
a. Files relating to the general Destroy when 3 years old

admi ni stration and operation of personne
functions and including coll ege prograns,
sel ective placement progranms, exam nations,
paid recruitment advertising, executive
devel opnent progranms, merit pronotion,

enpl oyee safety program and others not
specifically described el sewhere in this
schedul e, excluding those at agency staff
pl anni ng | evel s.

b. Correspondence, reports, menoranda, Destroy when 5 years old
and other records relating to enpl oy-

ment progranms and functions, and manpower

managenment and eval uation, including experts

and consultants, overseas enpl oynment,

reenmpl oyment rights, and enpl oyee transfer

and detai l

4. Ofers of Enploynment Files.
Correspondence, letters, and faxs offering
appoi ntnents to potential enployees.

a. Accepted offers. File in OPF
G2
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b. Declined offers.

5. Enpl oyee Record Cards.
Enpl oyee record cards used for informational
pur poses outside personnel offices.

6. Position Classification Files.

a. Position Classification Standards Files.

St andards. Standards determining title,
series HQ HRCs and grade based on duties,
Responsi bilities and qualifications
requirenents.

St andards Devel opnent. Menor anda,
correspondence and ot her records relating
to the devel opnent of standards for
classification of positions peculiar to

t he agency.

(1) Case file.

(2) Review file.

BUPERSI NST 5300. 10
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AUTHORI ZED DI SPOSI T1 ON

File with Enpl oynment Application. (See item 12)

Unl ess separated by RIF or renoval action,
on separation or transfer of enployee.

destroy

| f separated by RIF or a renoval
appeal , transfer card to Gievance,
Adverse Action Files (item 23).

action wth pending
Di sci plinary, and

Destroy 5 years after cancellation,
revi sion or supersession.

HQ HRO s:
revision,

Destroy 5 years after cancellation,
or supersession.

HQ HRO s:
revision,
G3

Destroy 5 years after cancellation,
or supersession.
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| TEM # DESCRI PTI ON OF RECORDS AUTHORI ZED DI SPOSI T1 ON

b. Position Descriptions. Files describing
est abl i shed positions including information
on title, series, grade, duties and
responsibilities.

(1) Record copy. Destroy 6 years after position is abolished or
descri ption superseded.

(2) Al'l other copies. Destroy when position is abolished or
descri ption superseded.

c. Survey Files.

Classification Survey Reports. Survey
reports on various positions prepared by
classification specialists, including

any periodic reports.

1) O fice of origin. If not used as a request for personnel action
g q p
destroy when 3 years old, superseded, or upon
i nacti vati on.

(2) Inspection, Audit, and Survey Files. If not used as a request for personnel action
Correspondence, nenoranda, reports, and destroy when 3 years ol d, superseded, or upon other
records relating to inspections, surveys, revision

desk audits and eval uations.

d. Appeals Files. Case files relating to Destroy 5 years after final decision or 5 years after
classification appeals. any action follow ng decision, whichever is |ater
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DESCRI PTI ON OF RECORDS

Interview Records. Correspondence, reports
and other records relating to interviews with

enpl oyees.

Tenporary |ndividual Enpl oyee Records.
Docurments |l eading to a formal action
but not constituting a record of the
action or making a substanti al
contribution to the enpl oyee's records.
For exanple, letters of reference,

debt correspondence, etc.

Enpl oyee awards records.

a. General awards records

(1) Case files including recomrendati ons,
approved nomi nati ons, menoranda,
correspondence, reports and rel ated
handbooks pertaining to cash and

non- cash awards such as cash awards,

pay increases, suggestions, and out-

st andi ng performance.

(2) Correspondence or menoranda
pertaining to awards from ot her
government agenci es or private

or gani zati ons.

BUPERSI NST 5300. 10
3 Dec 97

AUTHORI ZED DI SPOSI T1 ON

Destroy 6 nonths after transfer or separation of
enpl oyee.

Destroy upon separation or transfer of enployee or
when 1 year ol d, whichever is sooner

Destroy 2 years after close of year in which fina
action is taken.

Destroy when 2 years ol d.
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| TEM # DESCRI PTI ON OF RECORDS

10.

11.

b. Length of Service Awards Files.
Records including correspondence,
menor anda, reports, conputations of
service, and list of awardees.

c. Letters of Conmendation and
Appreciation. Copies of letters
recogni zing l ength of service and
retirement and letters of appreciation
and comendati on for performance,
EXCLUDI NG copies filed in the OPF

d. List or Index to Agency Award
Nomi nations. List of nom nees and w nners
and i ndex of nom nati ons.

I ncentive Awards Program Reports.
Reports pertaining to the operations
of the incentive awards program

Notification of Personnel Action

Forms docunenting enpl oynment, pronotions,
transfer (in or out), separation, and al
ot her individual personnel actions,
exclusive of those in NAFI OPFs.

a. Chronological file copies, including

fact sheets, mmintained in personnel offices.

AUTHORI ZED DI SPOSI T1 ON

Destroy when 1 year ol d.

Destroy when 2 years ol d.

Destroy when superseded or obsol ete.

Destroy when 3 years ol d.

Destroy when 2 years ol d.
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12.

13.

14.

DESCRI PTI ON OF RECORDS

b. Al other copies maintained in personne
of fices.

Enpl oynent Applications. Applications and
rel ated records, EXCLUDI NG applications
resulting in appointment which are filed in
the NAFI OPF (See Item1).

Personnel Operations Statistical Reports.

Statistical reports in the operating
personnel office and subordinate units
relating to personnel

Correspondence and Forms Files. Operating

personnel office records relating to individua

enpl oyees not maintained in NAFI OPFs and not
provi ded for elsewhere in this schedul e.

a. Correspondence and forns relating to
pendi ng personnel actions.

b. Retention Registers.
(1) Registers fromwhich reduction-in-force
actions have been taken.

(2) Registers fromwhich no reduction-
in-force actions have been taken.

c. Al other correspondence and forns.

BUPERSI NST 5300. 10
3 Dec 97

AUTHORI ZED DI SPOSI T1 ON

Destroy when 1 year ol d.

Destroy when 2 years ol d.

Destroy when 2 years ol d.

Destroy when action is conpleted.

Destroy when 2 years ol d.

Destroy when superseded or obsol ete.

Destroy when 6 nonths ol d.
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15.

16.

d. WAge Administration records that
constitute the basis for personnel actions
that may require reconstruction at a

| ater date.

Dupl i cate Docunment ati on_and Personnel Files

Mai nt ai ned Qut si de Personnel O fices.

a. Supervisor's Personnel Files.
Correspondence, menoranda, forns and
other records relating to positions,

aut hori zations, or obsol ete docunments or
pendi ng actions; copies of position
descriptions; requests for personne
action, and records on individua

enpl oyees duplicated in or not
appropriate for the NAFI OPF.

b. Duplicate Docunentation. O her
copi es of docunents duplicated in NAF
OPFs not provided for elsewhere in this
schedul e.

Performance Apprai sal Records.

a. Annual Performance Ratings.

b. General or case files of forns,
menor anda, and correspondence.

AUTHORI ZED DI SPOSI T1 ON

Destroy upon term nati on of wage systemlife.

Revi ew annual | y and destroy when superseded or
destroy all docunents relating to an individua
enpl oyee 1 year after separation or transfer

Destroy when 6 nonths ol d.

Destroy when 2 years ol d.

Destroy when 3 years ol d.
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17.

18.

DESCRI PTI ON OF RECORDS

c. Appeals Files. Menoranda, correspondence
and other records relating to enpl oyee
appeal s of performance rating.

Conflict of Interest Case File.
Statements of enploynent and financia
interests and rel ated records.

Equal Enpl oynment Opportunity Records.
a. Oficial Discrinination Conplaint
Case Files. Conplaints with rel ated

correspondence, reports, exhibits,

wi t hdrawal notices, copies of decisions,
records of hearings and neetings, and

ot her records as described by 5 CFR 713. 222.

b. Copies of Conplaints Case Files.
Duplicate case files or docunents
pertaining to case files retained in
O ficial File Discrinination Conplaint
Case File.

c. Background Files. Background records
not filed in the Oficial Discrimnation
Conpl ai nt Case Files.

d. Conpliance Records.
(1) Conpliance Review Fil es.

Revi ews,

BUPERSI NST 5300. 10
3 Dec 97

AUTHORI ZED DI SPOSI T1 ON

Destroy 3 years after final settlenment of case.

Destroy 3 years after separation of enployee
or 5 years after enployee | eaves the position
for which the statenent is required.

Destroy 4 years after resolution of case

Destroy 1 year after final resolution of case

Destroy 2 years after final resolution of case.

Destroy when 7 years ol d.
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background papers and correspondence
relating to contractor enpl oynent

practi ces.
(2) EEO Conpliance Reports. Destroy when 3 years ol d.
e. Enpl oyee Housing Requests. Formns Destroy when 1 year ol d.

requesti ng agency assistance in housing
matters, such as rental or purchase.

f. Enploynent Statistics Files. Enploynent Destroy when 5 years old
statistics relating to race and sex.

g. EEO General Files. Ceneral Destroy when 3 years old, or when superseded
correspondence and copi es of regulations with or obsol ete, whichever is applicable.

rel ated records pertaining to the Civil Rights

Act of 1964, the EEO Act of 1972, and any

pertinent future legislation; and agency

EEO Conmittee neeting records including

m nutes and reports.

h. EEO Affirmative Action Plans (AAP).

(1) Agency copy of consolidated AAP(S). Destroy 5 years from date of plan

(2) Agency feeder plan to consolidated AAP(s) Destroy 5 years from date of feeder plan or when
adnmi ni strative purposes have been served.
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19. Per sonnel Counsel i ng Records

a. Counseling files. Reports of interviews, Destroy 3 years after term nation of counseling.
anal yses and rel ated records.

b. Al cohol and Drug Abuse Program Records Destroy when 3 years ol d.
created in planning, coordinating and
directing an al cohol and drug abuse program

20. Standards of Conduct Files. Correspondence, Destroy when obsol ete or superseded.
menor anda and ot her records relating to
code of ethics and standards of conduct.

21. Labor Managenent Rel ati ons Records.

a. Labor Managenent Rel ations-General and
Case Files. Correspondence, menoranda,
reports and other records relating to the
rel ati onshi p between nanagenment and

enpl oyee uni ons or other groups:

(1) Ofice negotiating agreenent. Destroy in CFA when superseded, obsolete, or no
| onger needed for reference.

(2) Other offices. Destroy when superseded or obsol ete.

b. Labor Arbitration-General and Case Destroy 5 years after final resolution of case.
Files. Correspondence, fornms and

background papers relating to | abor

arbitration cases.
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22.

Trai ni ng Records.

a. Training Aids.

(1) Manual s, syllabi, textbooks, and ot her
training ai ds devel oped by the agency for
NAF enpl oyees.

(2) Training aids from other agencies
or private institutions.

b. Ceneral File of Agency Sponsored
Trai ni ng.

(1) Correspondence, nenoranda, agreenents,
aut horizations, reports, requirenent

revi ews, plans, and objectives relating
to the establishment and operation of

trai ning courses and conferences.

(2) Background and work papers.

c. Enployee Training. Correspondence,
menor anda, reports, and other records
relating to the availability of training
and enpl oyee participation in training
progranms sponsored by other governnent
agenci es or non-governnent institutions.

AUTHORI ZED DI SPOSI T1 ON

Destroy when obsol ete or superseded.

Destroy when obsol ete or superseded.

Destroy when 5 years old or upon 5 year’'s conpl etion
of a specific training program

Destroy when 3 years ol d.

Destroy when 5 years old or when superseded or
obsol et e whi chever is sooner.
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d. Course Announcenent Files. Reference Destroy when superseded or obsol ete
file of panmphlets, notices, catal ogs and

ot her records which provide information on

courses or prograns offered by governnent or

non- gover nnent organi zati ons.

23. Grievance, Disciplinary and Adverse Action
Files.

a. Gievance, Appeals Files. Records Destroy 3 years after case is closed.
originating in the review of grievance

and appeal s rai sed by agency enpl oyees,

except EEO complaints. These case files

i ncl ude statenents of w tnesses, reports

of interviews, and hearings, examner's

findi ngs and reconmendati ons, a copy of

the original decision, related correspondence

and exhibits, and records relating to

a reconsi deration request.

b. Adverse Action Files (5 CFR 752). Destroy 4 years after case is closed.
Case files and related records created

in reviewi ng an adverse action

(disciplinary or non-disciplinary renoval,

suspensi on, | eave wi thout pay, reduction-

i n-force) against an enployee. The file

i ncl udes a copy of the proposed adverse

action with supporting papers; statenents

of witnesses; enployee's reply; hearing
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24.

25.

DESCRI PTI ON OF RECORDS

notices, reports and deci sion; reversa
of action; and appeal records, EXCLUDI NG
letters of reprimand.

Personal Injury Files. Forms, reports,
correspondence, and rel ated nedi cal and

i nvestigative records relating to on-
the-job injuries, whether or not a claim
for conpensation was made, EXCLUDI NG
copies filed in the OPF and copi es
submitted to the Departnment of Labor

Tenporary Records Relating to Pronptions.
Records relating to the pronotion of an

i ndi vi dual that docunent qualification
standards, eval uation nethods, selection
procedures, and eval uations of candi dates,
EXCLUDI NG any records that duplicate
information in the pronotion plan, in the
OPF, or in other personnel records.

GENERAL MORALE AND PERSONAL AFFAI RS RECORDS

1

General Correspondence Files. Files
relating to the operation and

admi ni stration of norale and persona
affairs matters including recreation

and social affairs, informationa
services, comrercial on-base solicitation

AUTHORI ZED DI SPOSI T1 ON

Destroy when 5 years ol d.

Destroy 2 years after the personnel action or
after the action has been audited, whichever
sooner .

Destroy when 3 years ol d.
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DESCRI PTI ON OF RECORDS

ID card deternmination, and entitlement for
dependent's aid, civil readjustnment and
veterans affairs, athletic conpetitions,
publishing of station papers, hobby crafts,
etc. (Excludes correspondence

required to be filed in the OPF.)

Al phabetical (Name) Files.
correspondence wi th individuals, dependents,
and other interested parties relating to

i ndi vi dual personal affairs matters.

(Excl udes correspondence required to be
filed in the OPF.)

a. Routine Inquiries and Requests.

b. Al other Files.

Correspondence and Records of Persona
Conmercial Affairs Solicitations. Files
concerning violation incident data, denia
data, letters of application for solicita-
tion privileges, letters of accreditation,

appeal data, and other support docunents.

Dependents' Service and Support. Files
i nclude items such as Dependent Schol arship

BUPERSI NST 5300. 10
3 Dec 97

AUTHORI ZED DI SPOSI T1 ON

Fil es consisting of

Destroy when 6 nonths ol d.

Destroy when 2 years ol d.

Retain on board. Destroy
when 4 years old or purpose
served, whichever is earlier.

Destroy when 1 year ol d.
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Program Applications, Transcript Request Forns,
Applications for Uniformed Services
Identification and Privil ege Cards,

and Newsletters.

RECREATI ON AND SOCI AL _AFFAI RS RECORDS

5. General Correspondence. Files pertaining Destroy when 2 years old
to the operation and adm nistration of
recreational facilities and activities
(other than Financial).

6. Policy Papers/Precedent Files. Files relating
to recreation activities such as instructions,
directives, and other documents; establishing
pol i cies, procedures, and precedents for
operation, review, etc., of norale, welfare
and recreation facilities, activities, and

progr ans.
a. Records Concerni ng On-goi ng Actions Retain on board. Transfer
of the Nonappropriated Fund I nstrumnen- to nearest FRC when no
tality. Letters of authorization | onger needed. Destroy when
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3 Dec 97
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to commence operations, change in 10 years ol d.
m ssion, permanent waiver to regul ations,
etc.
b. Oher Records. Retain on board. Destroy
when resci nded or superseded.
Studi es, Analyses, and Summari es. Destroy when 3 years ol d.
O her Reports. Files not covered Destroy when 2 years ol d.

el sewhere (mnutes of neetings,
i nspections, reviews, etc.)

NAF FI NANCI AL RECORDS

Records Accunul ated by MAR Facilities

and Activities Financed from NAF, such as,
but not Limited to, Clubs, Exchanges,
Snack Bars, etc.

a. Financial Adnministration Records of NAF Destroy when 3 years ol d.
Activities. Al records relating to

financial admnistration, including financia

statements and reports, checkbooks, journals,

vouchers, bal ance sheets, and other books

and records of accounts.
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b. Chapters, Constitutions, By-laws, and Retain on board. Destroy
Sinmlar Records. Files which docunment the 3 years after supersession or
aut hori zation and establishnent of the cancel | ati on.
activity.
c. Administrative Records. General Destroy when 2 years ol d.

correspondence files, including reports,
m nutes of nmeetings, and ot her papers
relating to the operation of the activity.

d. Enployees' Individual Earning Records. Retain on board. Place in
Earni ng records or other sinmilar sumary i nactive file when individua
records of individual enployees' earnings. | eaves activity's enpl oynment;

transfer inactive files in annua

bl ocks to National Personnel Records
Center (NRPC), Civilian Personne
Records (CPR), 111 W nnebago

St., St. Louis, MO Destroy 10 years
after enploynent is terninated.

e. Exchange Records. Apply 9.a-d, whichever is appropriate.

f. Recreation Fund and Messes and C ubs
Records. Apply 9.a-d, whichever is appropriate.

g. Periodic Listing or Gther Reports of
NAF Activities. Destroy when 2 years ol d.

G 18



	MENU
	ACRONYMS
	REFERENCES
	SECNAVINST
	DOD DIRECTIVE

	PROMULGATION LETTER
	TABLE OF CONTENTS 
	CHAPTER 1 - INTRODUCTION TO NAF PERSONNEL MANAGEMENT
	101 - Coverage
	102 - Applicable Policies
	103 - Purpose
	104 - Use of Appropriated Fund (APF) Civilian Personnel Services
	105 - Authorized APF Support for MWR Activities
	106 - Responsibilities
	107 - Definitions
	108 - Legal Status of Civilian Employees of NAFIs
	109 - mployee Supervisory Authority
	110 - Entitlement to Personal Services and Government Quarters
	111 - Transportation Agreement
	112 - New or Revised Programs

	CHAPTER 2 - EMPLOYMENT AND PLACEMENT
	201 - Employment
	202 - Categories of Employees
	203 - Assignment of APF Personnel (Military and Civilian)
	204 - Employment of Retired Uniformed Service Personnel
	205 - Preference in Hiring for Involuntarily Separated Members of the Armed Forces and their Dependent
	206 - Veteran Employment Preference
	207 - Equal Employment Opportunity (EEO)
	208 - Reinstatement
	209 - Recruitment
	210 - Position Control
	211 - Special Selection Considerations
	212 - Spousal Employment
	213 - Changes in Employment Category
	214 - Physical Examinations
	215 - Non-U S. Citizen Employees
	216 - Employment of Minors
	217 - Designation of Beneficiary for Unpaid Compensation
	218 - National Agency Checks (NAC)
	219 - Work Performance Appraisals
	220 - Training and Development
	221 - Resignation
	222 - Position Qualification Requirements
	223 - Approval and Recruitment for NAF Positions
	224 - Advertising Against Projected Vacancies
	225 - Employee Records and Files

	CHAPTER 3 - NAF PERSONNEL PAY BAND SYSTEM
	301 - Policy
	302 - Applicability
	303 - The Federal Wage System
	304 - Pay Banding - General
	305 - Pay Band System
	306 - Structure
	307 - Special Instruction
	308 - Pay Schedules
	309 - Locality Pay
	310 - Pay Setting
	311 - Training Wage
	312 - Pay Adjustment for Supervisors
	313 - Determination of Exempt or Non-Exempt Status
	314 - Premium Pay
	315 - Child Care Givers (CC) Pay System
	316 - Allowances and Differentials
	317 - Fair Labor Standards Act
	318 - Dual Compensation
	319 - Severance Pay
	320 - Prohibition on use of Services Contracts
	321 - Payments for Services Contracts
	322 - Additional Compensation
	323 - Awards
	324 - Employment of Relatives
	325 - Erroneous Overpayment
	326 - Mixed Job Pay
	327 - Employee Meals
	328 - Garnishment of Wages
	329 - Withholding Pay

	CHAPTER 4 - CLASSIFICATION
	401 - Classification
	402 - Qualification Requirements
	403 - Classification Appeals and Grievances

	CHAPTER 5 - WORK ATTENDANCE AND LEAVE
	501 - Overall Policy
	502 - Definitions
	503 - Schedule of Work Attendance
	504 - Leave Donation Program
	505 - Annual Leave Policy
	506 - Sick Leave Policy
	507 - Absence for Maternity or Paternity Reasons
	508 - Administrative Leave
	509 - Military Leave
	510 - Military Furlough
	511 - Leave Without Pay
	512 - Leave Documentation and Application

	CHAPTER 6 - EMPLOYEE RELATIONS
	601 - Labor-Management Relations Policy
	602 - Employee Relations Policy (General)
	603 - Political Activity
	604 - Fiduciary Responsibility
	605 - Standards of Conduct
	606 - Loyalty to the U.S. Government
	607 - Whistleblower Protection for NAF Employees and Applicants
	608 - Disciplinary Action
	609 - Business Based Actions (BBA)
	610 - Grievance Procedure

	CHAPTER 7 - RETIREMENT AND INSURANCE
	701 - Background
	702 - Retirement
	703 - Disability Plan
	704 - Workers' Compensation Benefits
	705 - Unemployment Compensation Benefits
	706 - Group Insurance Benefits
	707 - Medical Program
	708 - Savings and Investment Plan
	709 - Retiree Group Insurance Benefits
	710 - Open Enrollment Period
	711 - Prohibitions
	712 - Benefit Participation for Off-duty, Military Personnel
	713 - Benefit Participation for Off-duty, Military Personnel

	CHAPTER 8 - EMPLOYMENT IN OVERSEAS LOCATIONS
	801 - Background
	802 - Employment of Non-U.S. Citizen Off-duty Enlisted Military Personnel
	803 - Employment of Non-U.S. Citizens
	804 - U.S. Citizens Recruited in the U.S.
	805 - Allowances and Differentials
	806 - Relocation Travel and Household Goods Costs for Employees Recruited in the U.S.
	807 - Continuous Service in Foreign Areas
	808 - Return Rights
	809 - Entitlement to Government Quarters and Facilities
	810 - Medical and Health Services
	811 - Privileges
	812 - Home Leave
	813 - Renewal Agreement Travel
	814 - Emergency Leave and Travel
	815 - Local Holidays in Foreign Countries
	816 - Employee Benefits
	817 - Care and Disposition of Remains of Deceased Employees
	818 - Evacuation of NAF Employees and Family Members
	819 - DOD Schools (DODDS)

	CHAPTER 9 - STANDARDS OF CONDUCT AND ETHICAL BEHAVIOR
	901 - Introduction
	902 - Reasons for Proper Training
	903 - Guidance/Instructions
	904 - Responsibility
	905 - Penalties
	906 - Sample Ethical Decision Making Process
	907 - Bedrock Standards of Conduct

	CHAPTER 10 - CHARACTER AND SUITABILITY REQUIREMENTS
	1001 - Purpose
	1002 - Appropriate Action to Take Concerning Adverse Information
	1003 - Management Procedures
	1004 - Guidelines for Making Suitability Determinations
	1005 - Factors to Consider in making Decisions
	1006 - Guidelines for Applying Specific Factors
	1007 - Guidelines for Applying Additional Factors

	CHAPTER 11 - SPECIAL PLACEMENT PROGRAM
	1101 - Introduction
	1102 - Explanation of Terms
	1103 - Eligibility and Registration
	1104 - SPP Placement Bulletin
	1105 - Placement Priorities for SPP Registrants
	1106 - Job Offers
	1107 - Relationship of the SPP to Other Placement Programs
	1108 - Grievance Rights

	CHAPTER 12 - NONAPPROPRIATED FUND (NAF) TRAVEL
	1201 - Purpose
	1202 - Policy and Scope
	1203 - Types of Temporary Travel
	1204 - Criteria for Travel
	1205 - Travel Purpose Categories
	1206 - Administration of TAD Travel
	1207 - Temporary Duty
	1208 - Per Diem
	1209 - Travel Within CONUS
	1210 - Claims for Reimbursement of Travel and Transportation Expenses
	1211 - Leave While on Orders
	1212 - Promotional Frequent Flyer/Programs and Discounts

	CHAPTER 13 - CIVILIAN NONAPPROPRIATED FUND INSTRUMENTALITIES
	1301 - Purpose and Scope
	1302 - Policy
	1303 - Responsibilities
	1304 - Authorized Activities and Exclusions
	1305 - Operating Principles

	CHAPTER 14 - NAF/GS EMPLOYEE INTERCHANGE AGREEMENT
	1401 - Policy
	1402 - Purpose
	1403 - The Interchange Agreement
	1404 - Portability of Benefits

	CHAPTER 15 - PERSONNEL RECORDS DISPOSITION SCHEDULE
	1501 - Transferring Records (NAF and APF) to Other Custody
	1502 - Scope
	1503 - APF Records Disposition
	1504 - NAF Records Disposition

	APPENDIX A - PAY ADMINISTRATION FOR CRAFTS AND TRADES
	APPENDIX B - LABOR-MANAGEMENT RELATIONS
	APPENDIX C - DISCIPLINARY ACTION PROCEDURES
	APPENDIX D - BUSINESS BASED ACTIONS
	APPENDIX E - ADMINISTRATIVE GRIEVANCE PROCESS
	APPENDIX F - DOD EMPLOYEE BENEFIT PORTABILITY PROGRAM
	APPENDIX G - DISPOSITION SCHEDULE OF RECORDS

	1: 
	2: 
	3: 
	4: E X A M P L E
	5: Figure 12-1
	6: BUPERINST 5300.10 


